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FOREWORD,

This manual is designed to assist yoU in your work with the Stanford

Research Institute Follow Through Evaluation testing program. ,We have

tried to previde answers to most of the questions you will encointer.

You will find job descriptions for each person working in the test-
ing program. In addition, you will find described the whole testing pro-
cedure, from the Regional Training Sessions through the return of test
data, .By reading through thks manual thoroughly and becoming familiar

with it, you will learn thOuties Of all the people participating in
the data collection effort.

Never hesitate to ask questions about any phase of your duties.

Please remember that many'-people are ready to assist you with your
problems.

We feel that the Follow Through Evaluation will prove to be very
important tb-Atherican education. Much credit for its success will go
to you, Our Field Stiff.

I

,*

STANFORD RESEARCH INSTITUTE ,

Fellow-Througivaluatio

xi
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I THE FOLLOW THROUGH PROGRAM

Follow Through is a number of planned education programs for children

in kindergarten apd primary grades (1-3). It was originally authorized

by Congress in 1965, as part of the Economic Opportunity Act for children

who had been in preschool' rograms such as Head Ste/4. The Follow Through
Program is under the direction of the United.States Office of Education

,

(OE).

In the bekinning of the program, OE invited a number of educations'

institutions, school districts, and individuals to submit proposals for
a planned primary education program. The purpose of Follow Through is to

help children in the program maintain educational gains made in preschool

programs, and continue to make gains in their primary school years., OE
sought designs that would teach the child skills and attitudes that would
both enhance the child's image of 'himself and increpse his chances of

succeeding in his school years and beyond.

It was felt that such.an-undertaking had to involve the child, the
parent, the school; and the community. rt was required that parents be

included in policymaking and program implementation and that such programs

Include provisions for instructional activities and for health, nutri-.

tional, psychological, and social services. A number of .plans were ap-
proved. Designers of approved plans are called SPONSORS.

ti

School districts in which there were Mead Start programs, 4d where

saSflcieut na,abers vt cnxixtren were eligible for aid under,the Economic.
0'

Opportunity Act, were invited to become a part o/fthe Follow Through
program by accepting one of the twenty primary eduCation designs approved
by 0E, or by submitting a plan of their own. In many instances, the pro-
gram was impleMen'ted in a selected group of schools in those areas of a

school district where eligible children lived.'

A PROJECT is a school or group of schools that follow a particular

education program design. Cities or .towns where Follow Through projects

are located are called SITES. One site may have many projects. The
local head of the Follow Through Project is, called FOLLOW THROUGH DIRECTOR
(FTD). Every project also has a Policy Advisory Committee (PAC), at

least half of whose members must be Follow Through parents.

11



,
II 'FOLLOW THROUGH,PROGROI DATA COLLECTION ACTIVITIES

41.

. ). :
..../ . . 1-" ..

. ,

.. $
.

Provisions were made td ccillect data on the Follow 'through Program. . .

These data would be analyzqa so that: judgments could .he made about whether'

the Follow Through Program is.doing its job. .
..

...

EValuatiore are conducted by local pro jeCts sponsors, and OE. The
OE evaluation of Follow Through includes a nation-wide assessment of spoil-

soi-s, program's, qld' children. OE has commissioned Stanford Research In-

stitute (SRI) to collect child and parent data on Follow Through.; Abt

Associates of Cambridge, Massachusetts has been commissioned .to analyze

the data \I

A
A major part of the OE national Follow Through evaluation/child

assessment is the study of Follow Through ,(FT) and Non - Follow Through

(NFT) children froM the beginning of,their'compulsory school experience

through the third grade yeal% NFT.criildren werelselected by local com-

munities using guidelines provided by SRI. They were selected 'to:be sim-

ilar to the FT.children-in ethnic and socioeconomic background, and'to
1pre in similar communities. NFT children are in the same grades as FT
children, but NFT childran do not participate in tlp-RolloW Through'

planned education program. Since FT and NFT children can be expected

to face similar difficulties in school, any significant differences be-

tween the performance of'ET children and that of NFT children are likely'
4'

to be due to the Follow Through Program:r

Both FT and NFT.phijdren are-given a battery of tests when'they enter
school (at kindergarten or enterpg..first.grade) and at the end of the"'
third grade. Testing at the,peginning of; school is referred to as base-
line testing. Chiladren tested at tpe beginning of school in a given year
represent a cohort (see Figure 1). Some children are tested at interme-

diate pointsobetweel the begiggling of schopl and-the third grade.' Parents

of mally,of thege children are interviewed at the'1ime of baseline testing

and at the end of the thirdgrade year.

A

4,

12
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.

.714s Spring, SRI will conduct the f011owing data collecOon activi-
r for the national evaluation of IrollowrThrough:

-

(1) testing

(2) Parent interview
1

(3) Survey of teaCheis and teacher aides

-(4) CbIlectionof data. on child attendance and attrition.-

(5) Cbllection of datl on services available to the child.

-

Child testing and collection of Attendance and attrition data are
the main focus of this manual.

Child Testing

.5

Group tests will be administered by SRI test teams to children in

selected Follow Through projects according to procedures outlined in this
manual-.

All members of the test team will be trainedN by',the SRI 'Field Opera-
tions staff'. Onthose,persoris who'havesatisfactorily completed SRI
training will be allowed to test.

Selection of Test Sample

Certain grade levels in certain projects have been selected for test-
ing by the United States Office of Education. Projects 'and grade, levels

were selected on the basis of such things as whether SRI had tested chil-

dren in the project initheir'first.year of school, the presence 9/ Head

Start Planned Variation Prograft in the projeCt communityg and the. bility

of the project to proVide a kepresentativeCTDSS section of, the Follow

Throughpopegation.

SRI has selected the children who will betested on the basis of ,

such criteria as the availability baseline test data and a history of
entering-grade parent inteTview data.

Spring 1975, Test Battery

-

The
'' 4
Spring test battery was selected by the Office of Education.

The Metr 'potitn Achievement Test (MAT) will be administered at each grade
level to be tested on each site. .

4



At third grade level, the Intellectual Achievement Responsibility

Scale- (IAA), Coopersmith Self-Esteem Inventory, and Raven's, Coloured

Progressive Matrices will also be administered.- /

Metropolitan Abhievement :Tests

These tests-were first included 4u the natio al Follow Through

evaluation in SRring 1972. The MAT was seected.beca se it coy rs several

:areas of achievement,it haS norms based on a stands ization ple that

includes children from.low-income families, and it h s good re lability.

SRIvtill administer Form F Fourth Edition of the MAT series,'published

bfllarcourt Brace Jovanovich Inc.
ttJ

-

There are six levels of the MAT, design forgiven grade leve18.

The Office of Education requires that the Vollowi lia- levels of the MAT be

used:

ce

Grade Level

Second Grade

Third Grade-

The MAT covers the areas, of reading

(1) 'Reading. Language comprehension

reading skills are assessed:

4 -
-

Word d-Ktpwledge--Thls

child niatcheea Word

or matches a word to

Primary II

:Elementary

ahguage, and mathematics:

and three. types of

includes items ip which the

to a picture (grade 2),

a definition, (grades 2 and 3).

Word Analysis- -This includes items in which the

child recognizes words read aloud (grade.g.

Reading omprehension--This includes items in,which

the child answers.queiiion4,aboUt a story (grades-

2 and 3). \

(2) Language. Spelling and knowledge of grammar are assessed

in items in which the child writes,a word read aloud

(grades 2 and 3) and detects grammatical errors (grade3).

10
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(q) Mathethatics. 'Three areas of mathematics-are assessed:

Coricepts--ThiS includes items in which the child

utilizes concepts q number, relative size, frac-,

tions, money, tifte, and the like (grades 2 and 3)..

Cqmputation-This includes items in'which the child'

does arithmetical problems (grades 2 and 3). '

Problem Solving- -This includes items in which the

child answers multiple choice questions about'protr

lems '(grades 2 and 3 daily).

4

Tests Given at Third Grade Only.

1Raven's'Coloured Progressive Matrices

The Raven's Progressive Matrices Test assesses problem
solving in the visual.perceptualarea. It was included because it is
one of the few available tests of this nature with satisfactory reliabil7.
ity. The child is asked to apply knowledge gained in solving one problem
:to the solution,of other problems-on the test. The .items present the

child witiva 'pattern*in which a piede is missing and hemnal, select the
appropriate piece from several alternatives.

Coopersmith Self-Esteem Inventory

The Coopersmith was dncluded because it has satisfactory,
reliability and is a widely used measure of self-esteem inn older children.
SAhas included all the original questions in the inventory. The child
is given a' et of statements and is asked to describe each statement as
"like me," or "not like me."

Atellectual Achievement Responsibility Scale

This instrument assesses the child's locus of-control or
the 'degree tsp./which the child,accepts responsibility for his oWn suc-
cesses'or failures. Al'. 34 of the original test items are included in
the SRI adaptation of this test. The wording of the items has been re-
vised by SRI. The child is presented with statements and two alternative
phrases which complete the,statements. The child is asked to choose one
of the alternative phrases.

11
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Collect on of Attehdance and Attrition Data'

SRI will collect data on attendance for all Follow Throdgh and

Non Fol w Through children tested this Spring.

SRI personnel will search school records to find out the number of ;

. -daysreac tested child has been absent from school, Information on dates

children left or entired-a given school will also,be collected.

Collectio of Service Information

SRI ersOnnel will check school records, to determine the avail-

ability o; certain services (e.g., lunch, medical care) to children who

have been ested.

12
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III 'SRI TESTING FORMS

The completion of forms is very.imPortant in thp testing process.
Testing forms are discussed throughout this manual." Forms related to the

topics in each.chapter are listed and discussed at the end of each chapter.
Exhibits.of all forms are in the'back of the manual. Table 1 lists all
SRI testing fd!ms, their purpose and the pages on which they are discussed
in this manual.

Purpose

-The main purpose' of SRI forms is 'to assist the test team in planning

and organizing activities, and to provide a formal system for documenting
the testing process. The forms that are returned to SRI become official
Field Operations docuMentation of the evaluation.

'

Organization'of ForMs

Forms are distributed to testing personnel in a manner in which they

can be most accessible to those who must use them. .Forms may bp found in:

The Site Coordinator'(SC) Project Kit
,30F,

Teat:Team Work' Kit

Site Coordinator Journal

:Supervising Tester (ST) Handbook

6 The Test Carton.,

The Site Coordinator Project Kit is an attache case given to the SC,'
at r9gional training. ,It contains extra -copies of all forMs.

The Test Team Work Kit is a cardboard_carton given to the ST at.re-
gional training. mr¢bntains copies of forms usid by 'ate test team.

The Site ordinator Journal is a looseleaf otebook given to the
SC at the natio al Site Coordinator meeting. It contains forms used'to'
document testing activitie8 and personnel records.

kw

18
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-4

The Supervising Tester Handbook is a looseleaf notebook given to

the ST ai*regional training. It contains forms used to document testing

activities abd personnel records.

.Test cartons are packed by grade level and contkin approximately

30 copies of the appropriate test or tests. They cdntain classroom

testing worksheets, logs and materials for packing and shipping the car-

ton back to SRI.

Training Materials

Copies of forms to be used for training purposes are found in the

Red Binders

'Blue Binders

LoOal

Extra Test Carton.

A red binder is given to each Supervising Tester and Site Coordi-

nator at regional training. It contains'dopies-of teatopooklets to be

.used on site and samples of all testing forms.

A blue binder is given to each Test Assistant at local training.

It contains copies of test booklets, the testing source roster, and

Tester's Log.

.4.

16



Exhibit Name, of Form

1
. -Testing Source Roster

5 .Classroom Testing

Worksheet for

Second Grade

6 Classroom Testing

Worksheet for

Third Grade

21, 27 Daily Log

23

28

30

25

17

13, 22

24

13

Field Staff

Directory

'Follow Through

Di ctor's Infore- s.

mation'Sheet

Follow Through Invoice

for Services

Local Training Record

School Testing Infor-

mation Sheet

School District Per-

sonnel

SiteCoordinator

Schedule Planning

Sheet

SRI Testing staff

Table 1

SRI TESTING FORMS

Purpose

A /A,

let labels

Organiza-

tion,'

Documenta-

tion

testing

organiza-

tion

'Documenta-

tion

Documen-

tation

Personnel

organiza-

tion
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tion

Documen-

tation

Documen-

tion

Commfinica-

tion

Documentd-
tion

. .

-4 Personnel

organiza-

tion

Personnel

documenta-

'tion

17

20

Found in

SC Project

Kit

Test Carton,

Test Team

Work Kit

Used by

SC Test

Team.

Discussed

on Pages

46-53,

Test Team 72, 94, 95

Test Carton, Test Team 72,94,9A
Test "Team

Work Kit

SC

ST

Journal

Handbook

SC, ST 19

SC Journal SC

SC Journal. SC, FTD

SO Project SC,-ST.'

Kit

SC Journal

Test Team

-Work Kit

SC Journal

ST.Handbook

'SC Journal,

32.

39

123

SC, Test 69
Team

0, School 29

Principal

SC, ST

39

ST,Handbook ST 32
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Table 1 (Concluded)

Name of Form Airpose Found in Used by

Superyising Tester Personnel ST Handbook ST

Field. Record documenta-

tion.

Supervising Tester Testing ST Handbook ST
Planning Sheet

,
orginiza-

tion

Teacher Information Communica- Test Team ST, Teacher

Sheet tion Work Kit,

SC Journal'

Test Assistant

Attendance Record

Documenta-

tion

ST Handbook ST

Test Atsistant Notepad ,DocuMenta- ',Blue Binder, TA

3,.4 Test Carton'packing

and InventOry,

Discussed

on Pages

109

39, 41, 52

29

29'

,tion______ Testing Work , ; V-

Kil-:---1---.,_ v 0
----------4-._ ,_.

grgSniza- Test Carton Test Team 70-7-------7----
tion

26 Test Record Documenta-

tion

Preliminary Test Documenta-
Sample" tion

7, 8,. .Tester's Log Documenta-

9, 10 tion

11,12 Test:Team Assignment Communica-

16 Sheet tion

18

SC JoUrnal SC, SRI

Mailed

Separately

to SC

Test Carton.,

Test Team

Work

ibq, 113,

1'14_

SC 49

SC 4 72, 95;
:101
;

Test Team ;69
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IV pr FIELD_ OPEAATIONS

The SRI Field OtoerationsOtaff is responsible for child testing and

roStering.data collection.

',

The Field Operations sta ff is headed by a Manager of Field Operations.

Working 'under the Manager are FIELD SUPERVISORS, SITE COORDINATORS, SUPER-

VISING TESTERS, and TEST ASSISTANTS. (See Figpre 2.)

A Fellow' ThroUgh Field Supervisor (FS) is responsible for the organi-
.

zation and supervidion of data collection in several sites. This person
,hires Site Coordinators who act aslocal supervisors. ,

Testing personnel work in teals. The Supervising Tester serves as(
team captain. Usually the Supervising Tester is hired by the Field Super-
visor. The other members of the test teams are called Test Assistants (TA).

The Field Supervisor, and in most instances, the Site Coordinator
and Supervising Testers are hired and paid by SRI. Test Assistants are
usua and paid by the local school district. HoweVer, all test
team personnel, inelu T Assistants, work under the supervision of

. .

the Field Superviddr and thp'pite Coor natori-,-.1_

Major Tasks
f

The major tasks of: Field Operations are:

(1) Preparation of a testing 'sample

(2) Liaison with the Follow Through community'

(3) Trainingof testing. personnel

(4) Testing of selected classes.and.thildreh

(5) Collection of child attendance and services information

(6) Editing, packing, and shipping materials to SRI.
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Screening and Hiring

Though Site Coordinators and Follow Through Directors may be asked

to screen candidates, Supervising Testers are hired by the SRI Field

Supervisor.' This task should be completed yell before regional training.

Supervising Testers should be able -Co read well aloud, gupervise small

groups, and work well with children, Administrative procedu'res related

-.-te-hiring-are-explained on pitge 119.

Screening and hiring of Testpssistants is the responsibility of
the Follow Through Director. If possible, the Site Coordinator should
assist in this process. The number of Test Assistants hired should be
three timesqhe number of Supervising Testers. If possible, at least

one extra- Test. Assistant should be hired to serve in cise of absence.

The iite Coordinator shoul-d check with the Follow Through Director to .

see that the correct number of Test Assistants have been hired.

Each school district has its own criteria for hiring Test Assistants.

OE guidelines require that Test Assistants come from the local Follow

Through community and, where possible, that they be of the same ethnic

background as the children to be tested. SRI guidelines require that they

read and write English fluently, be abletb work with small children, and
administer the SRI test battery competently.

. Test Assistants work under the supervision of the Site Coordinator-
-and Supervising Tester. Only Test Assistants who are judged by the Site

Coordinator to meet SRI requirements will be allowed to participate in
testing.

Assignment of Personnel

In planning testing, the Site Coordinator must assign Supervising

Testers to particular classes and schools. Test Assistants must be
assigned to Supervising Testers.

Assignment of Supervising Testers to

In making these assignments, the Site Coordinator should consider

the class to be tested and the Supervising Tester. For instance, a
large class may present more organization and discipline problems. Such

assignments should be made to Supervising Testers,who have had success-

ful.experiences in such situations.

O

A
au.
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No Supervising Testers should be assigned to classes in which'

their children are registered.

;When it is necessary to assign a Supervising Tester to

more than one school, distances (between schools and trans-,

portation problems should be considered. SRI pays mileage

for a ST's use of his own car, but does not pay for taxis

or rental cars. (See page 121.)

If possible, the Supervising Tester should be of the same

ethnic background as the majority of the children in. the

class.

Assignment of Test Assistants to Supervising Testers

Since the

as a teat, the

mint should be

observed them,'

session.

Supervising Tester and Test Assistant must work together

Site Coordinator must do this task carefully. No assign -

thade until
,

the. Site Coordinator has met all personnel and

especially in testing procedures, during the training

O.

The following factors should be weighed carefully:

The necessity of having at least one Test AssiOant on each

team who could, serve in the absence of 'the Supervising Tester..
. .

Compatibility of personalities.

4 Ethnic compositiOn of the children' the team will test. or

instance, a Test Assistant who speaks qpanish should be

assigned to a school where many.childr4n speak Spanish as a

first language.

The'locatiOn of

the location of

Pay Procedures

. Test Assistant

the Test Asgistants' homes in

the schools to which they are

relation to

assigned.

(

It .J.s important that
xf
Test Assistants U completely familiar with

district pay policy as soon as possible after they are hired. The Site

Coordinator should discut4 these matters with the Follow Through Director.

The name of the district person responsible for these matters. should be

determined, and these matters reviewed with him.

24
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Pay Procedures Every. Site Coordinator Should Know

Basis 'of rate to be paid the Test Assistants (hourli/dakl
.

The structure the local pay schedule.
.

.

Nuffiber of hoq s per day Test Assistants are allowed

Method of reporting work hours.

Due dates for time reports.

-,.. .

,

ti?
)

worlc.
; '..

. II ' 4t
1--

Scheduie of pay dates for Test Assistants.

.

. ,

, Y.

Responsibility for checking and verifying hours worked by, )

, the Test Assistant. .
.

Supervising testers

'
%......, ., ..

Superviaing Testers as well as Site Coordinators are paideby Olsten
.

Services, a.temporarylemployment gervice: after their invoi.g have been
.

processed and approved by SRI. More, aniormation'on these, yrocedures is
,found on pages.122-125. , ,

.
.

..
,

.

!1 4.
, ... .

.. .,,

''Evaluation of , Testing Personixl : ...

.

1

, 4
The Site Co6rdinator is required to monitor, the activities of die ',

. ...
t6dt team, and make a written evaluation of each Supervising Teier and': ,.

,--

Test Assistaht at the end of AAting. It is the prime reg .ponsibility of
the Site Coordinator to see that the procedures described in this manual,

and taught'at SRI trainine\sessions, 'are used by the team durinthe data' .%
. t

collection period. Any de4'atfon muss have the approval, of the *Field. ,? ')

Supervisor -or the'Field Operation4.Manager.
..,.: .; ....!*

-...
,,

.

.4 . .
,

, .

..'

'Job Descriptions. .
,

4 ,
4.ar ,1. .

Job descriptiohs for th6,Field Operations Testing Staff appear or
pages 18-23. '

.

\

b
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e

SRI Veld .puperviscir-aob _Description

,

-Make.ititial contact with the,lollow Through lfirector'con-

cerning testing.

2
Aire the Site coordinators and Supervising Testers.

Teadh-SRI aftinibtrativ.procedUres to-Site Coordinators

and lnpervising 'Testers at SRI training sessions.

Assist in teaching the test-battery at-Regional-Training.

Determine Whether'the Site_Coorainators and Supervising

Testers are ready for testing. *

Asdist the Site Coordinatoi-s in making arrangements for

local training.

-Establish and maintain good working relationshipp with

school personnel and Follow Th;ough Direetorst,

Determine whether Test Assistants are qualified and reedy.

for testing.

Check to see that the Site Coordinators,prOperIy com-

plete ail foams.

Be available t assist the Site Cdordinitors In the

organization and supervision of data collection.'

Verify hours Worked by the Site Coordinators. ,

Check to Seeothat tests are being administered according

to SRI guidelines.:

26



SitI Site' Coordinator Job Description

Participate in SiteCoordinatorTraining-Sessions conducted
by SRIataff.

Make entries, in. the Daily Log from the beginning of training

until all testing and rostering procedures are completed

on site,- ,

*.nerebn and recruit, Supervising, Testers.
.

....

Participate in a two and one -half day Regional Training

session, conducted by SRI staff, by assisting in the train-

ing of Supervising Teeters.

Demonstrate competence to administer the current test
Aar battery and in testing procedures so .that he can train and

'supervise the ,test teams. .

Establish and maintain close working relationships with

Follow Through Directors, principals, teachers, and parents.

. Meet with the Follow Through Director to make arrangements

local training and testing.

Consult with'the,Fdilow Through Director to determine

whether the Site Coordinator's assistance is needed in.
hiring local people as TestAssistants.

Check with the'Pollow Through Director to see that all

needed' materials for the entire site have arrived. :Check

all materials thoroughly.

Distribute training materials to test teams; order any

additional materials trom'SRI.

Confirm with the Field Supervisor and'the Follow Through

Director. the schools and classrooms to be tested; meet

with'principals and teachers to discuss testing space re-
quirements, assign1ents of teams, and scheduling 0.testing.

Make a-tentative testing schedule for each Supervising

Tester before local training begins.

Assign Test Assistants to test teams.

Conduct, with SUpervising Testers, an intensive local'

training session for the entire test team.

Distribute the appropriate Testing Source Roster-to the

SUpervising Testers.

27
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SRI Site Coordinator Job Description (continued)

Supervise the scheduling of classes for testing; see that the

Supervising Tester completes appropriate forms (Classrooth Test;-

ing Worksheet, Test Team Assighment Sheet, School Information

Sheet, Teacher Information Sheet):

Be'certain that all test team members have been properly

trained to perform thefr testing duties.

Complete the Follow, Through Director Information Sheet; give

it to the Follow Through Director before testing begins.

Be certain that the Supervising Tester has any lists of

, children or classes. to be tested that may be-required,.

Maken11;-:ontacts in person or by telephone with each

Supervising Tester during the actual testing 'period.

4

Monitor testing daily to see that the test teams follow

testing procedures as outlined in the Manual.

Approve pay invoices of the Supervising Tester; certify that

the hours listed are true and correct; in some instances,-

assume. responsibility for Test Assistant pay records.

Go through each test carton at the cOnclusiOn-Of testing in

each class to make sure the Testing SoUrce Roster, Tester's

tog, Classroom Testing Worksheets; and Tept Carton Packing

and InVentory List are enclosed and that they are properly and

completely filled out. Check that all test booklets are labeled.

Check to see that all children schedbled to be tested have been

tested. Explanations for incomplete or missing tests must

appear.in the Tester's Log.

Rate the perfoAlance of the test team on forms prOvided in

the Site Coordinator Journal.

Pack and ship all materials to SRI after checking the test

cartons.

Return the SC Journal (with all enclosures) promptly, as soon

as all site activities,are completed.

Perform additional duties if requested by the Field Supervisor.

Colleat'attendance and attrition data on all childrep tested.

28
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`SRI'Superyising Tester Job Deicription

kartickiate in a two and one-half day Regional Training session
conducted. by SRI staff.

.Demonstrate competence to administer the current test battery

and competende.in testing procedures.

Assist in arrangements for local training.

. Visit. the classes to te-tested Und-spend time with the

Children; check on.class schedules.

Assist in"condudting local training sessions.

Supervise the preparation of all testing materials for acb
class to be tested. -(This includes completing the Tes'

Carton Packing and Inventory List and the Classroom Testing
Worksheets,-and labeling of test booklets.)

Plan a testing schedule baSed on a tentative schedule from

the Site Coordinator for the 'assigaid classes.

Visit the school with the test team. Introduce them to the
principal and teachers' check testing areas.

Complete the School Testing Information Sheet and give it

to the principal before testing begins.

Complete the. Test Team Assignment Sheet and distribute a copy
`1/2,4 to each. test team member.

.Complete the Teacher Testing Information Sheet and give it to

''theyteacher immediately.before testing.

Conduct testing so that friction with school personnel and
parents is minimized:

Record the daily attendance of the test teem on the Test

Assistant Attendance Record.

Check worksheets and test booklets daily.

Check that all tester's logs, test booklets, and testing source

rosters are properly completed.

Rate the performance of the test team, using the forms in

the Supervising Tester's Handbook.

Pack the test cdrton in the manner prescribed by SRI.

29



SRI.Supervisin tiOn (continued)

* At the request of the-g te Coordinator, complete attendance

'and - attrition informatio

At the requeSt ;fthe Sit Coordinator, Assist with the

padlcing-and shipping of ma erials to SRI-.

a
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- Test Assistant aob Description
It

Attend a two and one-half day local training session co dUcted-
by'the Site Coordinator and-the Supervising Tebter.

Provide own transportatiOn to and from4the local training

session and testing locations.

Notify the SupervisingTesten of expected absence or

tiViness.

Turn in the hours worked to the Follow Through Director or

to that person designated by'the FTD.

Demonstrate competence to act ass test monitor and perform
clerical duties. - z

f

Assist the ST in unpacking test cartons, counting, and

checktgi bboklets for blankor missing pages.c-

Assist in completing testing source rosters, f4ling out the Test
CartonPecking and Inventory List (labeling test booklets), and
performing any clerical task requested by the Supervising Testers-

.

Meet with the Supervising Testefs, the principals and teachers

in each school assigned; assigt the Supervising Tester in

establishing testing areas; become familiar with the school

bUilding.
'" e

Arrive, with'Superviiing Tester'-at the test location early

each day to prepare, for testing bfore,classes

. Serve as a monitor during group testing.

Report comments about group testing to the Supervising
Tester or recording at the end of each group test session.

Help to organize all test materials for the following day of

testing.

'Assist the Supervising Tester in collecting all booklets and

'test materials and'in securing them in a locked, place at the
end of each day.

Assist the Supervising Tester and Site Coordinator in packing

completed" ests in test cartons.

31
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Personnel Forms

Forms to Be Completed by the Site Coordinator

Field Staff Directory (in SC 4ournal),7=This provides a readily

accessible record-of Persons direCtirinvolved in the testing

effort. The names," addresses, social security, and-phone

mumbers'of-SuPervising Testers should be recorded as the in-

formation bedomes available. (See Exhibit 23.)

Test Assistant Information Sheet- -This may be used as a means

of gathering data on !lest Assistants needed to make team assign-

ments. Space is provided or recording information about such

matters as trdnsportation and preyidus work experience.

Forms to Be Completed, by the Supervising Tester

sot

Test Assistant Attendance Record ,(inST Handbook)- -The daily

attendance of each Test Assistant should be recorded, (See

Exhibit 19.)

SRI Testing Staff (in ST Handbook) - -The,SuPervising, Tester should'`

list the names and phone numbers of other SRI testing personnel

on site. This includes the Site Coordinator and other Super-,

vising Testers. (See Exhibit 13)

4

.13

32



V PREPARATION FOR TESTING

4.

The number of tasks required to complete testing and the number of
personswho finally become involved in it make it imperative that a
"schedule of activities be'carefully planned for each site (see Table 2).
The Field Supervisor, Follow Through Director, and Site Coordinator are
mainly responsible for these tasks, but their cpmpletion requires the help
.and cooperation of many_persOns in the local school district community.

'A complete testing schedule should include time for training, prepara-
tion of materials, testing, make-up work, editing, and shipping of mate-.
rialt-to SRI.

Table 2

PREPARATION FOR TESTING

Before testing begins, the following tasks -must be Completed:

(I) Preparation of a testing schedule

(2) Notification of school district personnel

concerning testing plans. This must in-

clude Follow Through Directors, principals,

and teachers.

(3) Screening and hiring of Supervising Testers.

(4) Screening and hiring of Test Assistants

(5) Regional training session for Site'Coordi-

nators and Supervising Testers.

(6) Local training session for Supervising

Testers and Test Assistants.

(7) Assignment of Supervising Testers and Test

Assistants to teams.

(8) Preparation of testing materials.

(9) School visits by the.test team.

(10) Verification of classes and children to be

tested.

35
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Preparation of a Testing Schedule*.

The testingschedule is basically the responsibility of the Site

Coordinator. A tentative schedule should have been prepared by the Site

Coordinator,. and presented to the Field Supervisor at regional training.

The schedule for individual classed should be finalized by the Supervising

Tester during or before the local training' period. .

The following steps are necessary to complete the testing-schedule:

(1) Review by the Field Supervisor and Site Coordinator of

classes and children scheduled for testing by SRI. . .

(2) Confirmation of the classes and children scheduled for

testing by Follow Through Directors and principals.
Im

(3) The drawing up of a preliminary schedule for each school

by the Site CoordinatOr.

Agreement by the Supervising Tester and classroom teacher

on a specific date and time for each class or group of

children to be tested.

-Review of Classes.and Children to Be Tested

by Field Supervisor arid Slie Coordinator

SRI sends to the Site Coordinator a Preliminary Test Sample that lists

the classes or portions of classes scheduled for testing, It some cases

only1a few children from a class are scheduled'for testing.

The Testing Group

Tests are administered to children In groups. A whole class or
a group'of children from several different classes may comprise.a test

group. The size of the test group formed from several classemshould not

exceed 25 children. Exceptions must be authorized by the Field Supervisor.

Except in the case of make-ups, the same group of children will be assigned

to.thedive tbst sittings together.

Test Groups from Combination or Ungraded Classes

Combination classes are those where children at different grade

levels are in one class. Only children at the grade level designated for

testing by SRI should bd included in the test group.

35
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Ungi.aded classes are those classes in which children have been
in school for varying lengths -of time.

During the rostering process, grade lev'el designations were
assigned to children in ungraded classes. Only those children with as-
signed grade designations scheduled for testing by SRI should be included
in the test group..

Only, one grade level should be represented in any test group.
This means that in a class where there are second and third grade children
scheduled for testing, a second grade test group and a third grade test
group should be formed.

The Site Coordinator checks over the sample for errors and
omissions. The SC then makes a preliminary determination of the length

of time that would be required to test all the children in the sample.

The Site Coordinator and the Field Supervisor review the schedule and

_discuss the number of test teams that would be.required.

4

Confirmation of Classes and Children

After this review, the Site Coordinator presents the sample to the
Follow Through Director, mentioning the number of classes scheduled, the
length of time required, and the number of test assistants needed. After
the Follow Through Director has seen and approved the plans, the SC contacts

the principal of each school involved and reviews with him the test sched-
ule for his school. As a result of these meetings, the Site Coordinator
should be able to determine a particular.week or weeks in which testing
is scheduled in each school.

Drawing Up a Preliminary' Test Schedule

The Site Coordinator then draws up a schedule based on the Preliminary
Test Sample and' discussions with principals. and Follow Through Direptors.
(See Exhibit 24.)

Table 3 shows the SRI testing schedule ly. dgy for each grade level.
The approximate testing time required on each test day is also shown.
Time for preparation and collection of materials is not included.

This schedule should serve as a guide for Site Coordinators and
Supervising Testers in schedule planning.
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Some parts of schedule planning are flexible and subject to negotia."

tiop in individual projects and schools. Other parts are not fleXible

andmust.be adhered to strictly by all test personnel in,all projects.

The-folloviing rules must be strictly adhered to:'

Testing must take place in the morning before the class lunch

hours.

The MAT mast be administered over a five-day period..

Tests must be administered by the SRI.test team. "

Every effort must be made to test all classes and children

Test

Sitting

Day

selected by SRI.

, Table 3

TESTING SCHEDULE

Test Section

Tester's Adminis-

Child's Direction tration

Booklet Page Time in

Page Number Minutes*

Second Grade=-Primary 11 MAT (Turquoise booklet)

1 Practice Page (What to Do) 20 4-6 10

Test 1--Word Knowledge 2-3 7-8 18

Test 2--Word Analysis 4-5 8-11 15 t
....

2 Test 3--41eading (Part A: Sentences) . 6-7 12-13 7

Test 3--Reading (Part B: Stories) 8-10 13-14 23

° .

3 Test 4--Spelling 11 15-16 10 t
Test 5-- Mathematics Computation 12-13, 16-17 18

4 Test, 6--Mathematics'Concepts 14-16 18-20' 20 f

5 Test 7-- Mathematics Problem Solving 17 -19,. 21-23 2511

Third Grade -- Elementary MAT, Coopersmith, IAR, Raven's Progressivetatrices

i (Orange booklet) MAT Practice Page (What to Do) go 4-5 5-6t
(Orange) MAT"Test 1-:-Word Knowledge 2-3 6 15

(Orange) MAT Test 2Reading 4-7 7 25

2 (Orange) MAT Test 3-- Language (Part A: Sentehce Sense) 8 8 8

(Orange) MAT -1,st 3--Language (Part B: Punctuation,

Capitalization, and Usage) . 9-10 9-10 22

(Yellow) Intellectual, Achievement Responsibility Scale $ 15

3 (Orange) MAT Test 4--Spelling 11 11-12 20 t

(e.

(Blue) Ceopersmithltelf Esteem Invatory -- * 25'1

,4 (Orange) MAT Test 5Mathematics Computation 12-13 * 13 35

(Tan) Raven's Progressive Matrices -- * 15

5 (Orange) MAT Test 6 -Mathematics Concepts 14-16 14

'(Orange) MAT Tese7 --41athematics Problem Solving 17-19 15

25
30

A dministration time does not include preparation or collection of materials.

tThese testsaretester-dictated. Times given are estimated working times, not exact time limits.

*The whole test is given at one sitting,'so the whole booklet is used.
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..: Make-Up Testing

The schedule should-provide time for make-up testing. It is
ideally done in the morning, before, after, or in-between regular testing

":.sessions scheduled for the class. It is acceptable,to Schedule time to
return to the class at a later date to administer make-up te It is
important to remember that no child may receive more than t o sittings Of
the MAT in addition to the practice session on any one day.

Agieement on Specific Dates and Times

After Supervising Testers have been, assigned to-specific schools

and classes by the Site Coordinator, they should contact each teacher and
confirm the specific dates and times for the class or children in the class
to be tested. If possible, no testing should be planned close to special
school activities.

Scheduling Forms

Forms to Be Completed by the Site Coordinator

Site Coordinator Schedule Planning Sheet-I-This form may
be used by the Site Coordinator to draw up a preliminary
schedule. It provides space for scheduling foUr teams
for three weeks. (See Exhibit 24.)

Follow Through Director's Information Sheet--The Follow

Through Director's Information Sheet should be completed
by the Site Coordinator and given to the,Follow Through

Director before testing begins. (See. Exhibit 28.)

This form prollides space for the name and phone number.

Forms to Be Completed by the Supervising Tester

Supervising Tester Planning Sheet (in ST Handbook)--When

the Supervising Tester visits teachers for the first time,
'information is gathered about class recess, lunch hours,
and the like. These data along with other important notes
about the class are recycled on the Supervising Tester
Planning Sheet. (See Ex1ibit 15,)
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Preparation,of the School Community for Testing

1

. .

It is important tO remember that SRI is a. guest in the community and

. the classroom. It is itportant,thit,all courtesies be extended to our

hosts, the school community. Therefore, the testing cycle begins with

visits to the principal and teachers by the Site Coordinitor and test

team. The purpose.of these visits is to acquaint principals, teachers,

and children with the evaluation and the testing schedule as well as to

answer any questions they might have. It is alio a time for.the test

team to become acquainted with the school and its environment. Under,,

no circumstances Should testing begin until these visits have taken place.

It should be remembered that although these meetings should serve to

answer questions principals and teachers may have,.no Site Coordinato4 r

Supervising Tester should disauss a child's:ability or perforiante with

anyone. No attempt should be made 6 .01agnose or agree or disagree with

EC diagnosis provided by another party. This is extremely important.

Site Coordinator Visits.

The Site Coordinator should be the first visitor to the school. The

first visit may have been during the winter, when SRI was in the process

of selecting classrooms for testing.

r

A se 90 visit should have been made to confirm testing dates for the

schOol. (See page 37.),

-Once testing begins, the Site Coordinator-should attempt to visit

each testing site at least once a week.

Supervising Tester,Visits

'7
The Supervising Tester must pay at least two ilsits to.the school

before testing begins. On the first visit, the Supervising Tester Should )

go alone. A meeting should be held with the princf0a1
4of the school before

meeting with the classroom teachers. The Supe''vising Tester should explain

the manner in which testing Will proce&and learn from the principal"such

matters as the proper method#of signing in and school policy on dress,

smoking, use of loange areas, and the like. A

4

The Supervising Tester should try to arrange for a spate for the

test team, to work, meet, and prepare fbr testing.

40
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f. *
*.

l'
II meeting theteacher,..the Supervising Tester b ld go over the

testing proceArres a& answer any questions the to cher,may'hEiye, Infor-
mation on'suc6 matters'as class recess and lunch hdliddys, or,.,

schedtled activitisp thatmay Interfere with the. testing peribd should
be gathered at this time.

J.y-
.

The Supervising Tester should also become acquainted with,the phydic(4--

arrangement of the class and discuss n eshary.changes in arrangementywith"
. _

.

the teacher. The,teacher's policies ol) dbh matters as going/ithe,dr nk--
i?ts fountain and the bathroom should ale be lirscdssed.. Names Of dhildre

.

. ., who have physical handicaps, should betnotea.' This iniormati should -be

recorded on the Sdpervigihg Tester Planning Sheet. (Se Ex ibit 15.) 0.. 4fb ,
) ,

Fhe Super ising Teeter should then spend some time g tang acquainted
'\ with the childr n. 'It is at is time that the building of nuOn l'tr

between the tester'and th chi1 ;en should begin. de-shOuld mov

the room, engage'in Any sation-with as many childiT t as ,possible, llow
physical contact, and make positive omen, about t e children and Vse '

claSsroomfenvironment. Before leav, the classroo , the Suarvi
Te.,ster should tell the'class when h wilVi'eturn, what will take ace
'whenhe return& and that other people willbe -involved.

.. -- ,)
. . . v... , .0. ,, -

. .)

. , If possible, the_ubervising Tester should take along copies of the
Testing SoUrce Roster. The names of the children on the TSR who are

../ scheduled for testing should be reviewed with the classroom teacher to

-make certain that they are still enrolled in the cAp6. This tagk.is '--s-,.6.

discussed lndetalk in the section bf this manual'on Testing Source.
. _

Rosters. .
.

. .

r On he secondvisit to the schools, the Test Assistants should .

accoinpan the Supervising Tester. This visit should occur toward the
of Local Training. The Supervising Tester should introduce the Test
Assistants to -the principal and.the secretary. The Test Assistants shou3fV-...

familiarize themselves' with the layout of the sbhool building, and give

cdrefnl attention to'the iodation of bathrdoms, water. fountains,, and

emergency exits.

(



:Rostexing of. Cl asses.,

-I ...=.,-TESTINO `SOURCE ROSTERS

. ,

In January 1975, Sits(doordinatora were.ashedto.locate,ChlIdren who,
either had bedn'tested by SRL - at an earlier:time-Or for whompHthere was

dOrgraphiOinforMatien in the SRI, data bank. These, children were- listed

'alphabetically by project, school and grade level en,a document .called

''the'Traoking/kosteringSource bocudent.O/R SD). There were labels
the T/t SD r#or 4E461110:
-/

The:Site CoOrdinatorkrostered 41 Follow Through classes ija each
project and some non FoilowThrough classes." Non Follow.Through roster-
ing4asbaied on the number of NFT,children located,in the Pleas for whom
SRI had previous data. .If.ten or more &T-children were-located in at
.NFT class, the whole class was, rostered. If less thin ten children were
located in the class, only the, located children Were rostered.

In all -instances the Site, Coordinator rostered using the three.part
Classroom Roster and Related Wormation form. (S6eExhibit 1.).' On
coil, I '(*hite)the birthdate2; sexand'Other-itforMation was
recorded. This copy of the roster remained'inthe possession of the Site

Coordinator. On boy, 2 (pint) the same information .appeared without the
child's name. Labels from the T/R Sp were also :attached to this copy,'
This copy Of the roster was returned.to SRI. On copy- 3 ,(yellow), the .

&ilea deiographic'data withotit names or labels appeared. 'This,copywas
returned to SRI. From the pink. copies of 'these rosters, SRT-has,produced
a !reating SourCe'Roater. Exhibit 21) _

Testing Source Rostet Format

Class identification Data

The following, identification information is in the heading of the
roster. .

Line I ShoWs the code number and name of the Follow Through Sponsor.

Line II phosilis the code number and, name of the city and state in
which the Follow Through Project is located.

Line III -shows the code number and name of the school.

Line IV,hows.the class code number, grade level,
the class as Follow Through or Non Follow Through
the diasaroot-teacher,

The opening and closing'dates of school are Shown
right hand corner.
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Im_the case of combination car ungraded classes,,a roster will be.

printed for each grade levelfiCheduled for testing. The grade level of

the class will be shOwn plus a notation indicating whether the class is

Combination (CM) orAnagraded""(UNO.

Child Data

`'The followingbssic)demographic data for each child whose name

appears on the roster:

Child cross - sectional and unique Identification numbers.

The cross-sectional ID number consists of ten digits which.

identity'the child in terms of the project, sponsor, geographic

location, school', grade, -class and the line.entry on which

thOlchild's name was listed on the roster compkrted in

January 1975. The unique roster is Spedigliy encoded for
use. iii longitudinal study. -

Name (if available)

The children on the Testing Source Roster identified by

name are children for whom:SRI"had identifiCition labels at

the time of rostering. The children, on the Testing SpUrce

2bster not identified by name are children for whom SRI had

no labeli at the'time ofydiiering.

'Birthdate

Sex

Ethnic group

Language

Number of months of Head Start or equivalent experience

Number of months of Follow Through experience

Asterisk * in the case of- target children who must be test,.

t

Labels

A A label for each test booklet the child will use will be found on

the left side of the testing source roster. The labels will show the

following data:
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Child name (if,available

Unique lb- number"
. _

-The unique. ID number is- an eight character identification

ntmbdr.assigned to the child.

Cross- sectional ID number.

Sliace Provided for -Data Collection_ .

Space his been provided for the collection of certain data on the
Testing SoUrce Roster. Data'must bp_collected on the availability of the
following;

. An entry indicating the child's eligibility for Follow Through
Services. (This information is shown for-FT children only

and should not be collected for lift children.)

Classroom Instruction (CiS INST).

4. Lunch

Medical and dental care

°.. Other services

Date (child), entered class

Date (child) left

Numbei of days absent

(child). Tested?

Correction of Data Errors

T If errors are found ih class identification or child data, they

should be corrected directly on the roster. A careful check should be
made before data on the roster are changed. Possible changes on the
roster should be discussed with the Site Coordinator before changes are
finalized.

Correcting Class Identification Data

If the name of a school has changed, the old name should be circled,
and the new name printed beside it.

If the teacher of a class changes, the former teacher's name should
be circled, and the new. teacher's name printed beside

. 47
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Id:' a teacher -leaves the school -and her class Is diVided,atong two
new teachers, the tormer,teacher's.nameShould be cireled;,. and-the names
of the tite,new teachers printed beside it. -Rich.child's neW-teacher.

.shot Id iiSteedboVe ea0b:chiles

L.-
--,- Correcting Child7Data.

If the-child's name. or other datum is printed incorrectly, circle

the incorrect informatien,ard print the correet;information above it.. .*

ID numbers (e.g.,01) are fOr SRI use only', and should never be mhanged.

If any child information,columns are left blaikor have the code,

"DK" written in them, the missing informatiOn Should be sought out.aid_

recorded on the roster. -lig--the data bhnnot be.found, "NA" should 'be re-
,

corded,
h
NA
"means

Not.Availahle," and indicates that a- search has been

made and that it is certain that -the information,will_never be available.

If "NA " ,is preprinted on the roster, no attempt need be made to find these

Finding Names of Children for What Only ID Numbers Are Shown-

To obtain the names of missing children, the Site Coordinator must

check the-Testing SoUrce Rosters against £he white copies of the Classroom
Rosters'. '

(1) Check each Testing Source Rosteir for entries where no names

are shown.

(2) For each entry with no name, find the name of the teacher on

the Testing Source Roster and the last two digits of the .

cross-sectional ID-for that entri;

.(3) The last twodigits of the' cross- sectional ID identifies

the line on the !white copy of the roster where-the child's

data is entered.

(4) Compare the sex and birthdate shown on the white copy of .

the roster to that shown on the Testing Source Rtoster.

(5) If the birthdate and sex matchp'enter the child's "name.

(a) On each of, the labels adjacent to the child's name.

(b) In the space Provided for the child's name on the

Testing Source RbSter itself.

There are timed when the digits off the white copy of the roster may
not agree with the digits on the Testing Source Roster, even though birth-
date, Rex and other data match. In, these cases, the Testing Source Roster
number is considered -correct.

*4

\``
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a

identifying Children Scheduled for Testing

After printing the missing names on the Testing Source Rosters, the

Site
.

Coordinator: should check the clasSes to be tested against the .

Preliminary Test Sample. TheTesting Source Mister lists children as
they were rOstered'in January 1975.

On the Testing SoUrCe Roster (TSR), the children scheduled for

testing are listed by class. Target children, that is, children who have

been previously tested by SRI are.also identified on the TeSting Source

Roster by an asterisk in the column headed TGT CHD (target child). On
the Preliminary Test Sample, the classes scheduled for testing are listed.

Distribution of Testing Source Rosters

The Site Coordinator should distribute the appropriate Testing

Source Rosters to each upervising Tester. The Supervising Testlikshould
be given Testing Sourc Rosters for' all classes and children they are
'scheduled to test. Th Site Coordinator should tell the Supervising
Tester whether i who class should -be tested or groups of children should`
be tested. ,

Pre.rTesting.Check of Children Scheduled for.Testing.

The Supervising Tester should then take the-Testing Source-.Rosters

to the assigned school and compare the children scheduled for testing with

those shown on the teacher's class record.
,

Children Listed on the Testing Source Roster Who Have Left

the Classroom, ,

Whole Class Scheduled for Testing

If a child schedulet for testing is no longer in the

classroom, a line should be' drawn through all his

demographic data on the testing source roster.- The

date the child left the class should be recorded in

the_space provided.

Partial Class Scheduled for Testing

If a child who is not scheduled for testing leaves a class,

no entry need be Made on the Testing Source Roster.
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Children Not Listed on the Roster Who Have Entered tha.Classroank
.

The Supervising Tester must-report to the Site Coordinator the names

of all children whose names arc added to the Testing Source Roster.
. -

Whole Class SchedUled for Testing

In a class where,all the children are scheduled for testing.,

every child's name should appear on the Testing Source Roster.

If a childts not listed on these rosters, he should be added
at the end. of the roster.

Partial Class Scheduled for Testing

In some cases only portions of clasSes will be tested. Any
target hild found in such a classroom whose name is not listed on the
Tedting ource Roster must be added to the Testing Source Roster. Any
child who nters the classroom and is not identified as a target child

need not be ostered. 4

Making .ntries on Testing Source Rosters

When a cs d is added to the roster, the following entries must
be made.

(1) Name, bir date, sex of the child.

(2) A cross - sectional ID must be assigned to the child. The
The last two its, of each child's ten digit cross-

sectional ID is nder the column headed "I.D." When

assigning these t digits for a new child added to
the roster, look at he ladt entry in this column

and write in the spac provided the next.consecu-

tive number. To aid in his process, SRI has

preprinted the first avai ble ID on each Testing'

Source Roster. Uis should e assigned to the first
child addedto the roster.

(3) The Site COordinator Will check e Child Directory,

and Tracking/Rostering Source Doc ...nt to see if the.

child has been assigned a unique ID SRI and if the
child is a target child. The Child Di =ctory was
given to the Site Coordinator, in January. If the

child's name is found on the Directory, the ite

(, 50
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Forms

Coordinator,should then find the Tkackinekostering

Source DoOpent,on-which-the-Ohild's data is listed"

and locate the Child's Unique ID number., "This number

consists" of 41phabetic and,numekic oharabters, The

Unique IIInumber'is found. underneath the child's last-.

,name mntheA'rackingiRostering_Souroe. Document. The

Site Coordinator should also,chedkthe tracking code
column on the TA, SD. Ifthe tracking code column-to

the right of the child's:name:shows a number, the child .

iS considered to be.a target, child. The Supervising

Tester will then record:the Unique ID in the appro-
priate column. If the child is identified as a target
child, n asterisk should be placed in the space'

marked target child (TGT CHD).

(4) The Supervising Tester should make labels for the added

child-containing as much of the following information

as. possible:

(a) Child's name.

(0) Child's ten digit cross- sectional ID,. this number

consists of, the following 'codes for sponsor,

project, school, gradS?teacher and child'
respectively.

(c) Child's Unique ID, if available.,

60_ An asterisk-if the Site Coordinator has identified

the child asa'target child. .

Forms to Be Completed by the Site Coordinator
-

School District Personnel (in-SC Journal)- -The names and

telephone numbers of school administration personnel not

directly involved. in. testing schould be recorded here

(SchoOl Superintendent, District Paymaster, Director of.

Testing, and the like). (See Exhibit 22.)

Schobls to Be Tested (in SC Journal)--The names and tele-

phone nuMberS of all schools where testing is scheduled and

the names and titles of persons such as principals, vice-

principals, and secretaries should be listed for reference.

(See Exhibit 22.)
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Clissroom-Roster and Related .Information' Form

This roster was completed by theSite Coordinator in January

1975: The:Site -Cbordinator shOul&have retained the white

dopiee'of this roster:. This roster is- used as a source of

names Of children. who are shown only by ID-numbers oh the

Testing BOurce Roster. I

--Tracking/Aostering Source Documents
--.

These documents were given to the Site Coordinator-in January

1975,' It lists children previously tested and/or rostered

by SRI... The children are listed by school and grade.

Child Directory

This is an alphabetid list of all Follow. Through and

Non-Follow Through children in a given project whose names

are shown on Tracking/Rostering SOurce Documents. The

Directory also identifies the school/R SD on which each
child is listed.

Testing Source Roster

These entries must.be checked against the white copies of

the classroom information rosters, completed in January,

to determine the names of children. The names should then

be entered on the Testing Sourd Roster.

Forms to Be Completet4by the Supervising Tester

Schools to Be Tested/Personnel (in ST Handbook) --The Lutes

and telephone numbers of s400l adMinistratore in schools

where the Supervising Tester is assigned should be listed

here. (See Exhibit 130

Supervising Tester Planning Sheet (in ST Handbook) --When

the supervising Tester visits teachers for the first time,

information is gathered, about class recess- and lunch hours,

and the like. These data along with other important notes

about the class are recorded on the Supervising Tester

Planning Sheet. (See Exhibit Ix.)
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Testing Source Roster--The Supervising Tester is given .

these rosters by the Site Coordinator. Whenths ST visits
the classroom, the rosters'muSt'be checked against class-

room.data for, those classes and-thildren.scheduled or

testing.
N,
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VII LocAir TRAINING

Local training for SuperVising Testers and Test Assistants is usually

held aboUtope week before testing tegins, The purpose of the training

session is to orient Test Assistants to the evaluation nd to teach them
testing procedures. During this time, also, testing materials are made

ready for testing and test teams visit the schools and classes to which

they have been assigned. Assignments of Test Assistants to test teams,

are made at this time.

Focal Training Site

. The local training site shouldbe'arranged by the Site Coordinator, in

conjunction with the Follow Through Director. The local training site

should be a public building in a centrallocation easy to xeach by public

transportation. Since trainees are responsible for their own travel and

meals, there should be access to inexpensive eating places in the area.

The room should be large enough to allow participants space for "spreading

out" training materials. It should also allow space for small group meet-

ings among test teamameMbers. The room-should also be suitable for the,

showing of the training firm."

Local Training:Participants
t

The Site Coordinator, Supervising Testers and Test Assistants are

required to attend looil training sessions. The Follow Through Director

and PAC Chairman must be invited to attend. 0.4herschool administrators

ate welcome at/these sessions and may be invited to attend.

Preparing for Local Training

Local training is conducted by the Site Coordinator with the assistance

of the Supervising Testers. The Follow Through_ Director, PAC chairman, or

other district personnel may be asked to assist with orientation activities.

in preparation for local training,the Site Coordinator, with the help

of- the Supervising Tester should:
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(1) Make out an agenda similar to the one shown in this-manual.

(2) Assign Supervising Testers to local training tasks.

(3) Check that all training and-testing materials have

'''arrived and - are in order.

(4) Study SRI training materials.

,L5Y5Arrive early op the day of.local training to arrange.

the room and-training materials for easy distribution.

(6) Check that training film has arrived and a 16-mm sound

projector has been obtained for the meeting.

Local Training Agenda

Table 4 shows a sample local training agenda. The agenda must include

time for orientation, viewing of a film on testing, role playing and prepa-

ration of testing materials.

ar.

The amoufft-of time planned-tor each activity should be considered

carefully. Time for individual and group meetings is-most important.

If visits must be made to the schools during training time, attention

must be given to the hours at Which school officials are available. The

agenda should be'typed- out and given to all training participants.

Assigning Supervising Testers to Tasks .

The Site Coordinator should assign Supervising-Testers to local

training tasks. This is not only a help to the Site Coordinator, but it

also. serves to increase the Supervising Tester's competence and confidence.

The assignment of tasks shonid be made carefully., The Site Coordinator

must make a judgment about the ways in which the SUperviping Tester could

best work, based on observations at Regional Training and in meetings.'

Training Materials

Test and training materials are usually_ shipped to the Follow Through

Director's dffice during regional training. The Site Coordinator should

check to see that these materials have arrived as soon as possible after

returning from,regional training.
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04214 tow, .TttOrtpio AGENDA

MORNING of Pvt.

ItegiatiatiOn

artidipants:Oheck in, with Site Coo_ rdinator
_ -

Distributlon,of materials to Test Assistantti

1,..BlueBinders"

Name-Tags .,'

Introductions.

Follow Through Director

"Supervising'Testers

Field Supervisor

Test Assistants

Visitors

lit`Overv'ie'w (See pages 1-8,)
44,

The FollOw Through Program

Office of Education

Stanford 'Research Institute

Field Operations

The Spring Testing prodam

Brief Job Descriptions

Pield,Supervisor

. Site Coordinator

Supervising Tester

'Test Assistants

TeSt Assistant Pay Procedures.

- Working hours

- How hours worked arecto be reported
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Table 4 -(contiptodY_

continued),
.

TIn:SiteActivitien

(1) Tests'ioA3e. administered'"
. "- %;

(2) Grad levelS to- be tented

Testing:Plans

Training

School visits

'Vesting

- .Documentation of tenting,

launch

,APTERNWN TAY 1

Checking work-completed

Intreduction tothe test.Ottery

Tesdription of tests-

, General testing.proCedures

,Preparation for testing

Inventory `of test 'cartons
..-

SRI. Training Film

MORNING OF DAY 2'

Preparation for testing

Role of test aCIMinistrator

Question and answer period
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I
-Table 4 108ntinued

MONING:OF:bAV4.2 continued).*-

- =

'Trainees lie What,,io Do Section, Sitting. 1 MAT

PiactiCe in. Tes

"Trainees prat cethe following test administrator beh

Reading iest,direttionS.

1

Communicationbetaten tester and child

AFTERNOON. OF DAY' 2

LUnch

Test Team Procedures

Forms'

Testing Source Raster

Classroom Testing Worksheet

Tester's-Loft,

Trainees ReaclSitting 2, IAR

Practice in TeSting

,

Communication between test administrator and monitor

Homework

learning signalg

Learnirig,,approOriate ver a responges to children

MORNING OF DAY 3'

Trainees Read Sitting 3 MAT, Coopersmith and Raven's

Practice in Testing

Trainees practice the following test monitor behaviors:

Observing children

',!Si.naling test administrator

1 Recording ,problems on note pack

Test Team, Assignments,

Test Assistants dggigned,to Supervising Testers

Meeting of Individual teams

Exchange of names, phone numbers
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Table ,4- (Cb 'riciuctedl

MORNING OF .D4r (continued).-
.

::Trapiess- tO4ct Sitting .4,

DA.-scussiow.a.tt,±61.0 play

.Rapport=and-disdipllne,

Working itth'children,

iIntroducing the Stiff'

Introducing the tests-

Interruptions and breaks

" Discipline problems

Com pleting, TestingForms

Classroom Testing Worksheet

Testees Log

School Testing Informetion'Sheet

Name cardsfor children

Labeling test booklets

Teacher Testing Information Sheet

Check on first day's test materials for each team by Site Coordinator.

Review of school district poll. c Oress,, signing in, to schools,

and the like.

Test Tea0 visit to schools.

Testing Source Roster checked' with teacher.

S
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-A-padking.liSt'showing the: materials prepared by SRI will be found .,
0_

on one of: the cartons.-_ The following materials will be.providri for the

sits;,

Test" _Cartons -!..One per clasi pine one extra: carton for

each grade level being:tested (check letter on carton

that indicates grade, to be Sure correct test booklets

ba'vebeen sent).. The tests '.in the extra carton may'be.

used-for-local training-and-when additional booklets

are'needed during:the regular testing process.

BIue-Binders--For each Test Assifitent

.

If Sny,problems-witla materials occur-,

a COLLECT station -to- station call should

be placed to-Ben 'Samson at 416/326-6200,

Extension 3118.

These materials will be distributed at regional training:

'Local Training Attendance Record

Classroom Testing Rosters

Site CoordinatorJournal_

Red binder for each Site 'Coordinator and Supervising Tester

Supervising Tester Handbook

Test Team Work Kit

Site Coordinator Schedule Planning Sheet

The'SRI fili on testing will be sent to the Site Coordinator, and

should arrive the day before local -graining.

'Studying SRI Training Materials
,

The Site Coordinator and Supervising Testers should study this manual

and their notes from the Regional Training session. The group should re- .

view procedures and forms so that questions that may arise may be checked
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With-the Field' Supervisor before lOCal training' beginS.. It iaimpOrPaiat

that Sije Coordinator and Supervising Tester agree en .procedures before

Local *42414 .begina:

local'Tialting.Activttles

-Orientation Oe,TestAssiatants

Time

.

should he taken to introduce the Follow Through Director,.

other` guests and the Supervising Testers. Somearrapgekents should be
made fortheTest Assistants to be introduced to the trainers-and to
'eachother e

.

Test Assistanta must be oriented to the Follow-Through program, the,

national, evaluation, and SRI and school district policieti. TbeFollow
Through Director may wish to explain the local Folio* Through program

and school district policies;

The Site'COOrdinatorshOuld take responsibility for explaining the

_evaluation and itsreiation to SRI and OE.

The general,natureof the testing prdgram on-site, the SRI Fig14,

Operations testing staff and their roleSTShOUld then be reviewed.
,

X .

Some time should be spent explaining the chain of Cormand. Test. .

Assistants should be told that even though they are 0414 by the School,

district, they will be supervised by the Site Oboxdinator*and Supervising

Tester. .

Teaching Testing Procedures
.

Test. Assistants must bg trained to adminiaterthe tests as well as

to monitor them so that they will have a complete understanding of the

testing process and will be able to provide for back -up in the absence. of

the SuPervising Tester.

It is recommended that teaching procedureinclude the SRI film,

demonstrations by the trainers, and role playing .by the Test Assistants..

The testing procedures shown in the SRI film and distussed in the

test administration section of the manual Are applicable both to thet&T

and thetests given at third grade level. p
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First; a short explanation of tie:tests and their purposeS should
bp-given. After a short general desCription of the:testing process, the,
SRI film should be-shown. The film is 'arranged" Peparation
for Testing, Test Administrator, Behavior, Test Monitor Behavior). It is .

recommended that the filmhe shown in its entirety to the group first. On
succeeding days, sections of the film bay be shown as they are taught in
the session.

/ Teaching Preparation for Testing-

The trainek.should emphasize to the group the importance of planning
and organizing materials. The. test team will be working with the Test

Carton Inventory Form, the Testing Source Poster, the Classroom Testing
Worksheets, and theNTester's Logs. All these forms should be explained
carefully during training. The Test Assistant will have copies of these
forms in'the blue bider. The trainer should review these forts and give

everyone, especially the Test Assistants, an opportunity to work with
them in a practice session.

.

Discussion of rapport-building arAkyities such as working with
children or the preparation of the test 1-dbm should also take place:

. Teaching Test Administrator Behaviors

,Everyone must have the opportunity to read silently the entire test
or tests they are scheduled to administer or monitor, They should become
familiar enough with the tests to be able to discuss them with the children
during practice sessions.:

All trainees should become familiar with such characteristics of
.tests as:

(1) The manner in which-the child is required to mark answers.

(2) The kindof learning task the child is asked to demonOrate

(e.gi, matching words with pictures, spelling).

(3) The nature and number of the practice items.

The trainees 'should practice reading over the directions several

times, and giving the test until the delivery is smooth, natural and
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Without error. Enunciation of words is particularly important. Trainees
should be encouraged to read aloud at homw-in front of a mirror.

The trainees should' also discuss special situations, such as inter-

xupti,ons and discipline problems.

Use of Rolel-Piaying

It is important that trainees be able -to practice giving the tests in

situations as close to real life as possible. If it is feasible, arrange-

ments should be made to practice test administration with children not

, scheduled for regular testing. If this is not possible, trainees should

play the roles of the children, test administrator, And monitors.

Teaching Test, Monitor Behaviors

The Test Assistants should learn the most common problems in testing

described in the test administration section of this manual, and examples

of acceptable kinds of test-monitor responses.

The trainer should also teach all a set Of hand signals to be used

by the test monitor and test administrators to communicate during testing

sessions.'

A set of signals should be devised for the following messages:

.I cannot.hear you.

You are reading too slowly.

You are reading too quickly.

The children are tired; let's take a break at the

end of this.test section.

9. The children do nbt understand-the directions.

All the children in my (monitor) group do not understand,/

This'child must leave the room.

A model set of signals is shown in Figures 3 through 8.
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FIGURE.3 1 CANNOT HEAR YOU

FIGURE 4 YOU ARE "READING TOO SLOWLY

)

FIGURE 5 YOU ARE READING TOO QUICKLY
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FIGURE 6 THE CHILDREN ARE TIRED FIGURE 7 HE CHILDREN DO NOT UNDERSTAND
E DIRECTIONSLET'S TAKE A. BREAK AT THE

END OF THIS TEST -SECTION

4 %

4 '0,

FIGURE 8- A CHILD IN THIS GROUP MUST
LEAVE THE ROOM
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Durint-Local Training-

Forms Completed by the Site , Coordinator

14°60. -Training,kttendando-Record.

The Site,COOrd#ator is-- responsible for seeing that every
participant legal training 4igns, iri thisbook each-day.
(Bee Exhibit -26.)

Forms;to.beCcimpIetedby the Supervising Tester

Test Team AsSignment,Sheet,7;this pbrta gives each team member
a..Written recordf work assignment for the testing
period. , .(See'Exhibit, This sheet must be
completed by, the Supervising Tester- before the end of-
local training and distributed'-to each member of -the
team. The following information is to be completed on

;" -the Test Team. Assignment Sheet:

Name and -phcifie number of Follow Through Director,
Site. CoOrdiltator,. and Field SOperviSor.

Namea, .addresses,. and phone nUMberst-,of,-all"test-,

teeth

'.1fame Of the school and Whether- it is Follow Through
Non Follow: Through;

Name and' phone number Of the 'principal of the school.

Name Of the teacher and grade, level of the class- to
be tested..

The scheduled test dates..

Forms to BO: Completed by the Test Team

-The test team must receive and inventory_each, test carton, make
certain a testing Source roster is available for all classes they. are
schedUled to test, prepare a Classroom Testing Worksheet for each test
group-to which- they are assigned, and label test booklets for each
child they'aretscheduled to test.
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Test Carton Packing and Inventory List

An inventory of the materials in each test carton must be con-
ducted during local, training. Because they must be saved for the return
shipment', th test cartons should be opened carefully so as not to damage'

them. A Test Carton Packing_and Inventory List is,found on top of the con-

tents of each test carton. (See Exhibit 3.) This liot should alwayi
remain with the test carton. The list should be completed as follows:

The Supervising'Tester should record his name and the

serial number of the test carton that is stamped in

bold black letters on the'outside of the test carton.

The following materials should be found in each carton:

test booklets, Tester's Logs, Classroom Testing Worksheets',

sealing tape, shipping labels, and directions for return

of the materials.

There should be 29 to 31 test bOoklets in each carton. The

number of booklets should be counted and recorded in the

"Number Received" column of the back of Test Carton Packing

and Inventory List.

Assignment of Test Cartons td Classes or Testing Groups

In most instances, one test carton should be used for each

class or t esting group. The name or names of teachers of children in the

testing group, grade'school name, and test carton serial number should be

recorded on the Test Carton Packing. and Inventory List (See Exhibit 3.)

The Supervising Tester should make certain that the test

carton contains the correct kind of test booklets for the group to be
tested. s

The test cartort-should then be marked with the name or

names of',,-the teachers whose children's test booklets will be in the test

carton.

Since there are 29 to 31 booklets in each carton, there

may be instances where additional booklets are needed for a class or

testing group. In other cases, not all booklets in the carton may be used.

1
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Borrowing or Loaning, Test Booklets

It is permissible to borrow or loan test booklets from a

test carton. the extra test carton provided by SRI for each grade level

or the test'carton of another class or testing group may be used. Borrow-
.

ing or loaning of test booklets should be recorded on the Test Catdn.

Packing and Inventory List under "No. Borrowed/Test Carton-8/N" and

'"No. Loaned/Test CartOn S/N."

When test booklete,Sre,borrowed' from a test carton

A and added to test-Carton B, the number borrowed

should recorded in the "No. Borrowed/Test Carton

S/N" column of the Inventory. List found in test

carton B. The serial number of test carton A from

which the booklets were borrowed should also be

entered here.

The number of test booklets loaned from test carton A to

test carton B should be entered in the column titled

"No. loahedirest Carton S/N" found in test carton A.

Testing Sout rce Rosters

These are listings of classes from. the SRI data bank. Basic

demographic data (name, birthdate, etc.), ID numbers and test booklet

labels are shown for each child. (See Exhibit 2.)

. The Supervising Tester should have received from the Site

Coordinator the Testing Source Rosters for the classes the team is

.scheduled to test. In some instances, only certain children in a given
class will be tested. These children will be identified on the roster
by an asterisk. (See pages 46 and 9.)

During local training, the test team will put labels on test

booklets, list testing groups on classroom testing worksheets,' and

complete the cover of Tester's Logs using data from the Testing Source

Roster. The remainder of the Testing Source Roster is completed during
and after testing. (See pages 94 and 95.)
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Labeling Test Booklets

A label from the Testing Source Roster should be affixed to

each test booklet in the space provided. The label shows the child's

name and.identification numbers. The name of,the school, teacher and

the grade level of the class should be printed in the appropriate spaces.

No other information need be written-in. Any corrections made Oh booklet

labels should be done by circling the error and entering the correction

above it. Corrections on. test booklet labels must e made on the Testing

Source Roster. .

Classroom Testing Worksheets

One of these forms-is .needed for each test group. The purpose

of the form is to document the names of children in a given test group,

and record the tests or sections of test each child has taken. It also

aids.in scheduling make-up tests:

During local training, the Supervising Tester name, test carton

serial number, the name of the teacher or teachers whose children will

comprise the testing group, and the names of the children should be re-

corded. The rest of the Classroom Testing Worksheet is completed during

testing. (See Exhibits 5 and 6.)

Tester's Log

This, form is used to document the environmental conditions in

which testing takes place. (See Exhibits 7 -12.)

During local training the front page of the log, showing the

names of test team members, test carton serial number, and identification

of the class or testing group by teacher name, grade, and school should be

recorded.

The rest of the Tester's Log is completed during testing. (See

pages 97-101.)

"*"
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Before Local Training.is Concluded, the4ite Coordinator should check

-that:
,

(1) Each Supervising Tester

'classes.

'(2) Each TestAssistant has

Tester.

harkbeen assigned.to school's and

been assigned to a Supervising

(3) All test teams have been given all the materials they

for testing.

(4) All materials needed for testing have been prepared

properly.

(5) Provisionb have been made for the storage of all test

cartons and training materials.

(6) All test team members have transportation to the testing

.site.

need

(7) Each team has test booklets, Classroom Testing Worksheets,

Tester's Logs, and name cards ready for the first day of .

testing.

Before Local Training is Concluded, each Supervising Tester should check

that:

(1) Each member of the test team has a.copy of the Test Team

Assignment Sheet.

°'(2) All team members understand their duties.

(3) Each team member has a blue binder containing a complete

set of test booklets.

(4) The School Testing Information Sheet has been

the prinCipal of the first school where the team will be

testing.

(5) Test booklets for the first class(es) have been labeled

and grouped.

(6)' PVoviSionehave been made for storage of the test cartons

assigned to the team by the Site Coordinator. Booklets

should always be stored in an area.that can be locked'

(e.g., a car trunk or a school cabinet with a locks.

(7) All test team members have transportation to the testing

location.
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,Before Local Training is Concluded, the TeSt Assistants should check
that theyl.

(1) Know the roles dirair.Test Monitor and Test Administrator)

(2). Have a copy of the Test. Team Aspignment Sheet.

(3) Have a'blue binder.

(4) Understand.the district pay procedures.

(5) Know hoili to get to-he schools in which they are

testing. :

IP

(6) Have tanspoitation to the testing location.

(7) Know the tasks to be completed on the first day of testing=

r
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z VIII VEST ADMINISTRATION

1

The administration-o/tests is the main focus of SRI Field Operations
data collectibn activities.

Tests are administered to selected children in classrooms by the SRI
test team. The Supervising Tester serves as the Test Administgator: Since
testing is conduCted in the absence of the classroomteacher, test assis-

tants serve as monitors-to assist in maintaining an'effective testing

environment and to assist in giving each child a prescribed amount of

individual attention.

Children in second grade are given only one battery of tests: the

Metropolitan Achievement Test, Form F. Children at third grade are

given the Coopersmith Self-Esteem Invdntory, Intellectual Achievement. .

Responsibility Scale, And the Raven's Coloured Progressive Matrices, in

addition to the Metropolitan Achievement Test.

SRI and OE are concerned that classroom testing conditions approximate

as closely as possible those conditions described by the test publishers

and authors as acceptable. The SRI rules and guidelines for test adminis-

tration have been reviewed by the publishers of the MAT, the authors of

te other tests, and the Office of Education.

Testing Schedule TerMinologr

The SRI test Scheduleis"desighed for tOting for approximately one
hour of each offive consecutive days.

The MAT battery for each grade*level is subdivided into tests (e.g.,

Test 1 Word Knowledge, Test &Spelling, and the like). A prescribed number
of tests must be administerdd each do (see'Table 3). At third grade level

MAT tests and special third grade tests are scheduled in a single day.

All the'test14 prescribed for a single day_ will be referred to as a

test sitting.

Gs

77

4



Tasks"to Be Completed Before Testing Begins

--
On the morning of testing, the team should arri4e at the school early

and,..signjn acdording to'that school's procedures. The Supervising Tester

should mention the schedule of the team for the day to the school secretary.

The team should assemble at a designated location in the school to as-

semble thestesting forms and materials. The following testing materials
should be assembled:

Test Team Work Kit

- Felt markers

- 5 X 8 file cards to be used for name cards

- Pencils

- Paper clips

- Kleenex

n "Testing, Do Not Disturb" signs

- Testing Source Rosters

Test Carton

- Classroom Testing Worksheets'

- Tester's Logs

- Test booklets

Each Test Assistant must have a copS, of the child "s booklet for the
iv

tests to be administered.

The team should then proceed in'the followingmanner:

(1) The test booklets should be checked against-the Classroom

Testing Worksheet and Testing Source Rosters to make

certa at a booklet has been labeled for every child

in the cla
A

(2) Name cards should be printed with the'felt marker on the

o 5 Car 4,

While the team ils,preparing, these materials, the Supervising Tester

should go to the classroom and remind the teacher that the team will be _

coming to the classroopt. The teacher should be given a copy of the Teacher

Information Sheet at this time. (See Exhibit 18.) The Supervising Tester

should then return to the team and give last minute instructions to the

'team on introductory' procedures for the class.
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The whole team'should then come to the classroom at the -arranged

time, bringing the test materials with them. The Supervising Tester

should begin by introducing each Test,Assistant.to the class and then

explaining the presOce of the team in the classrooth.

,

Before any formal testing begins, certain preparations must be made.

While the team proceeds with these, activites,,,they should mike conversation

with the children and allow them to help if possible. The team should
attempt to have some interaction with every child in the class during the

preparation period;' evenrif it must be limited to-a. smiling "hello" in
A

extremely large. classes.

Bilingual Children

If any of the children in the class have difficulty with Enilish,or

are more comfortable with another language, the Supervising Tester may .

speak to theml.n thatlanguage to help establish rapport and to putthem-
at ease. 'During the period before testing begins, the Test Assistants
may also Speak to the childreh in their native language. Once testing
begins, all'cohVereation must be in EngliSh.

Preparatory Tasks

(1) The seating arrangement must be checked. Children should
be deated.so that they are able to see the area where the

test administrator will stand. They should also be far
enough away from each other to minimize the possibility

of borroWing answers. The test monitors should be sure

there is sufficient space for them to walk among the

children during the administration of the test.

(2) The "Testing--Do Not Disturb" sign should be posted on
the door. .

(3) Kleenex should be plaCedin an area accessible to the
.test monitors.

(4) Lighting and ventilation of the room should be checked

and adjusted if necessary.

(5) Assignment of Test Assistants. Test'Assistapts should be

assigned by the Supervising*Tester, to specific children

in 'a particular section'of the room. The children should

be introduced to the Test Assistants and Test Assistant's

role'as, monitors should be explained.
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Passing 'Out Materials/
f,

The Test AsSistint should distribute the name tags and pencils for

children and move to the asixign0 section. The children may assist with

placing name tags on their deskS.

Only when thi`E task is completed and a check has been made'to see

that every child is properly supplied'should the test booklets be given

Arranging Materials by TestingGroup

On the first day of testing, the Supervising Tester should call each

child by name:and given him a test booklet. On the following davit, the

booklet must be grouped, by Test Assistants and d1stributed by them. The

name tags should be kept with the bo2kluts. The Supervising Tester may

continue conversing with the class as the booklets are distributed.

During this time, the Supervising Tester should turn to the page of

the Tester's Directions on which testing will begin. After all booklets

have been distributed, and the,team has again checked to see that all

children,lieve-ii pencil, name card, and test booklet and that they can see

and hear, the Supervising Tester may begin reading the first words of the

test. The test team should use the set of signals decided upon at Local

Training to advise the Supervising Tester that the class is ready_to

Tese Team Roles

Once testing begins, the Supervising Tester and Test Assistants take

on the roles and responsibility of the test administrator and monitor

respectively. This manual\does not attempt to define all acceptable words

or behavior' -for the test team. It does try to outline areas. of responsi-

bility and to desdribe the kinds of behaviors that are acceptable. Refer-

-ences in the text in which the testadministrator is to make judgment about

the behaVior of "more than half the class"- do dist-require-a-literal count

of children but are subject to the test administrator's discretion. It is

recognized that a gOod tester has A sense of responsibility and an ability

to relate to people. 'these qualities should enable him to choose the most

suitable response for a given situation from the kinds of acceptable be-

haviors possible.
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#
Designation of Test Administrator

The official Test Administrator for each testing group .should be a

Supervising Tester who has satisfactorily completed regional and local
training. In cases such as illness, absence or make-up testing a Site
Coordinator or a Test Adsistant who has satisfactorily completed local
training may administer tests. Except in emergencies, only one person
should serve as a Test Administrator for a given testing group.

Duties of the Test Administrator

The Test Administrator is responsible for:

(1) Establishing and maintaining rapport with the test group.,

(2) Timing and pacing.

(3) Giving clear test directions.

(4) Maintaining classroom control.

Communication Between Test Administrator and Testing Group'

The Test Administrator should address statements to the testing group
rather than individual children. The class and' monitors should feel they
are working with the administrator, not for the administrator. For this
reason, statements to the group should.always begin' "Let\us" rather than
"You should." However, if a child asks the Test Administlitor a direct
question, he can,and should reply using answers of the type rec..mended
for the test monitor.

Rapport Between Test Administrator and Children

The Test Administrator must recognize that the major task is to ad-
minister the test battery in such a way that each child has the same-
opportunity to demonstrate knowledge of the subject The establish-
ment of rapport is essential to this task.

Rapport is a relationship of mutuaI trust and understanding. The
Test Administrator should be skillful at establishing rapport with chil--
dren. -Trust---ifddlig people is built upon- positive-Interactions with each
other. The Test Administrator must ma* tan effort to see that the chil-
dren receive something positive from the testing situation.

For instance: This positive response may be in the form of praise
to the group, allowing, children who have finished to do some quiet activity
that does not interfere with those who are-still working (reading, coloring,
etc.)
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The children should be complimented on their deportment from time

to time with such phrases as "We are all working very well."
4

Understanding is built upon the ability of people to recognize feel-

ings and problems they have in common. This means that the Test Adminis-

tratqr should express to the children his/her feelings and problems in

relation to the testing environment. For instance:

(1) "I like the wwwe-help one another move the desks."

(2) "If everyone talks at once, I cannot hear anyone.".4

The children should be encouraged during the preparation and practice

item period to talk to the Test Administrator. The Test Administrator

should make an effort to allow the children to express their feelings and

problems in'relation to the testing environment. For instance:

(1) "We're glad to see you today. We hope we can play Seven Up

when we finish the test."

(2) "This room is cold, can we close the window?"

Timing and Pacing

Maintaining the child's attention to the testing task also helps

to.provide an effective testing environment. The test administrator is
responsible for keeping the children working at a pace appropriate for

them. It is wise to attempt to keep the children moving at a rather rapid

pace, allowing time for almost all the children to finish their answers

but no time between responses for the established rapport to begin to
diminish. The test administrator should watch for signals from the test

monitors indicating that the pace should be increased or slowed down.

Rest Periods

After each test section, if the test administrator receives

signals from the monitors, or senses that the children are tired, a break

ih the test-is considered advisable. Any kind of physical activity that

is relatively quiet and will not cause difficulty in getting back to test-
..

ing is recommended. A few simple stretching exercises often help the

,children relax.
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Test Time Limits

There are several tests where the child is limited to a maximum amount
of time in which to work., (See Table 3.) The test administrator must
adhere to these time limitations. The,test administrator should have a
watch or be situated in a testing room that provides a clodk.

On timed sections of the test, if all the children have finished---
before the time limit has elapsed, that particular_ section can be ter-
minated. If even one child is still working, the full time limit should---
be allowed. The children who. have finished should be encouraged by the

test monitor to work the puzzle on the test booklet or some other quiet

activity that hoes not disturb the rest of the class.

Testing Disruptions

The distinction between a serious and a minor disruption is in many

cases a judgment the test administrator must make at the time of its
occurrence. GenerallX, a minor,interruption may distract the class for

%a few seconds and does not cause testing to stop. A major disruption
distracts the class for longer period's and may by itself cause testing
to stop.

When a major disruption occurs, and the children must remain in the

classroom, the children shodld be asked to close their.booklets and to.

work the picture puzzles on the MAT covers until-the interruption ceases.
The children may also be asked to dravi in the blank spaces on the special
third grade booklet covers.

When a major disruption occurs where the Fdfiildren must be removed,

from the classroom, the children should be asked to quietly close fheir,
booklets, put down their pencils, line up, in, some fashion and walk out.

Interruptions During Timed Tests

-11-WirdajdfdisiuptiOn occurs during a timed test the test must
be stopped and that section cannot be resumed at any time. When testing
is resumed, the class must go on to the next section.

ti

If a minor disruption occurs and does not cause testing to stop,
the test sitting should be continued.
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Interruptions During Untimed"Tests

If a serious disruption occurs during an untimed test, the test

must be stopped and that section may be, resumed after the disruption is

over.

If a minor

disruption is over.

that a disruption is

testing for the day.

disruption occurs, testing may continue when.the

In some instances, the test administrator may judge

serious enough to warrant the discontinuance of.

Termination of Testing by Test Administrator

The test administrator should exercise cautious judgment in

deciding to terminate any test before it is completed. Tests should be

terminated when the tester or member of the SRI supervisory staff'believes

'that the testing conditions invalidate the results.

IMP

Giving Test Directions

The test administrator must read directions exactly as they are

written in the Tester's-Directions or Examiner's Copy of the test. Except

in the case of practice items, he may not elaborate. His voice should be

clear; each word should be distinct. The tester should not read in a .

loud voice, but the voice ghould be projected so that it can be heard in

the back of the classroom., A shouting voice is irritating and should not

be used. The tote of voice should not be that of a speaker givigg a

lecture but rather that of a person conversing with a group of persons.:1

The tone of voice or facial expression should not give the chile

a clue to a correct or incorrect test response. If> the team judges that

most of the children have not heard an items' the item may be repeated.

The test directions often call for the test administrator to point to

items on the test. The test administrator should use a child's copy of

the test, held so that it faces the class. Pointing should always be

done with the fingeraver with a pencil.,

While the test administrator is reading, he should alternate looking

at the text and the class and the monito.gp, The administrator may move

about so that he can be seen by all childretre should also watch for

'signals from the test monitor indicatigg problems with pacing, delivery,

and the like.
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q)rictice Items

There are practice items at the beginning of 'each test in the battery.

It is importairt that the children complete practice items before the test
'begins.

In the MAT tests, there are practice items on the first day of testing

(What-to-dotsectfons).and additional items at the beginning of each section
of the test. The child must complete the What-to-do section before com-
pletittilkny other section of the MAT. For instance, a child who misses
Day 1 of the MAT, "and returns for Day 2 must be.given the What -to-do seam.

.tion before joining his testing group to.receive theDay 2 sitting of the
MAT. / . .

Teaching Children tg'Mark.Answers

Generally, the purpose of practice items is to allow each child

an, opportunity to learn how to mark answers,.not what answers to mark.

If, in the judgment of the test administrator, half the children in the
class do not understand how to mark their answers, the test administrator

may demonstrate on the blatkboard or repeat-that part of the directions
that explains the procedure. It is also acceptable in this instance for

the administrator to use certain other words to describe the procedure..

It is wise to use judgment in substituting descriptive words that. the

children will see in the context of the test. For instanced the word
"circle" should not be substituted for "oval" when .. "oval" is used through-

-out the text.

The test administrator should use as many of these suggestions

as necessary to assure that more than hal/f of the class understands how

to mark their answers.before continuing with the test.

Pointing Out Correct Answers

On, certain practice items, it is specifically indicated that

everyone is to mark the correct answer. In these cases, the test admin-

istrator must allow enough time for the test'monitor to point out the

correct answer to every child in the class. If the test monitors' sig-
nals indicate that half the class or more did not mark the correct answer,.

the test administrator may repeat the instructions for that item. The

test administrator may also show the class the correct response by point-

ing to it and explaining why it is correct. The test administrator should
not attempt to explain why other responses are incorrect. It is not the
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purpose of this method of elaboration to-teach-the child any subject

matter, but only to indicate the appropriate response which the child

should' make.

Maintaining Classroom Control

This is perhaps the most sensitive part of the test administrator

role. The manner in which the test administrator speaks to the children

;knelt° the test.monitors and the manner in clerical and Physical,

problems in the 'aass room are handled affect the amount of control the

administrator is able to maintain.

When a class becomes noisy, the test administrator should ask for

silence in a calm low but firm, voice. The test administrator should

not try to speak more loudly than the children. If the test adminis-

trator perceives that the noise level makes good testing conditions

. impossible, then testing should be stopped until order is restored.

Promises that cannot or will not be kept should not be made (e.g., "if

you areet quiet, I will not giVe you a break").

It is most important that the team begin and end their class visit

in an orderly fashion. The smoothness and ease with which the team orients.

the children and prepares them for testing will strongly Influence the

environment of the testing situation. Orderly preparation encourages

discipline.

When the team enters aOlassroom, they should begin immediately to

interact with the children and make testing preparations. This may be

done by simply greeting the class.and telling them what the team plans

to do. It is the responsibility of the test administrator to see that

each member of the team is assigned to specific duties as quickly as

possible.

When testing is over, a member of the team should be sent to,notitt

the teacher -. The cirildrem-shpuld-ISO--tirigaged in some quiet recreational

activity until the teacher returns to the room.

The test administrator should thank the teacher and children for

their cooperation. It is important that the test administrator pay the

children a compliment in the presence of the teacher before leaving
for the,day..
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-Instructions for Administering Specific Tests
re2

SpecifiO instructions for administration of specific tests are
printed in the Tester's Directions booklets for the MAT and the Exam-
Aer's copies-of the EAR, CooperSmith and Rave'n's Progressive Matrices.
The test administrator should always read test directions from these
booklets and should not rely on memory.

Metropolitan Achievement Tests - Primary II

It is a good idea to use a blackboard to show the bhildren how
to mark their answers on Tests 1, 2 and 3. On Test 4, (Spelling) the
test administrator should read the number of each item and pronounce
each word carefully. It is important that the children understand
exactly the word they are beingasked.to spell.

Tests 5 and 6 -' The terms, NG (not given) and DK (donut know)
used in Tests 5 and 6. may be confusing to some children. Therefore,
the sample items should be put on a blackboard and the proper responses
marked by the test administrator. When the,practrce Session ie over the
children should have had chance to see and hear an explanation of these
terms.

Test- 7 - Scratch paper, provided in the Test'TeamWork Kit should
be distributed to each child before the beginning of this test.

.Metropolitan Achievement Test - Elementary Level

Tests 1 and 2 require the' child to read the questions silently.
The administrator should walk about the front of the room and observe
the children during this time. The time limit should be carefully ob-
served. If the administrator sees that all the children are finished
before the time limit is up, the test may be terminated.

Test 3, Part A: Sentence Sense - The test administrator should
study this section carefully during local training.. This section of the
MAT should be carefully reviewed during the practice time. The practice
itemcshould be put on the blackboard.

Test 3, Part B: Punctuation, Capitalization and Usage - The test
administrator may not go into a detailed explanation of the meaning of
the terms punctuation; capitalization or usage. However, the children
may be told why the answers marked on, the practice item are correct., In
explaining the sample the test administrator should proceed in the fol-

.

.

lowing manner:

1. Put the sample item on the board.

2. Read the directions pointing to each possible response on the
board as it is read.
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Tgst 4: Spelling - The test administratOr should read the number
of each..item and pronounce each word carefully. It is important that
thechildiw understand exactly'the word they are being asked to-spell.

Test 7.: Scratch paper, provided in the Test Team Work Kit should
be distributed to each child before the beginning of this test.

.

Raven's Coloured Progressive Matrices

MoSt children enjoy taking this,teit. The administrator is often
faced with the problem of a testing grodp where children mark answers
before the test administratol has finished giving directions. If this
occurs the test administrator should try to read more quickly. In,
addition the following points should be noted:

A maximum of one minute may be allowed for each item.

The test administrator must point with bJ.s finger to
' each pattern and each piece of the pattern.

The children should be instructed to mark with a large
"X" so that the response can be easily seen:

Intellectual *Achievement Responsibility Scale (IAR),

.40.*
The test administratoi should repeat items on this test by saying,

"I'll read it once more" and then read that part, of the test item that
is in parentheses. If the children do not understand how.to choose an
answer, repeat the section in the directions on Page 2, Bullet 2.of the
booklet which says, "ChoOse the one ending that tells how you usually
think or feel. Put an X on the letter 'A' if that ending fits you
bests Put an "X" on the letter 'B' if that ending fits you best.
There are no right or wrong answers. Just answer each question the
way you really feel."

Coopersmith Test of Self-Esteem

This is an easy test to administer. However, the test administrator

should be especially careful in reading question 37. The test administra-
tor should say, "First I will read'the statement for the girls." "Listen

girls," then say "I really don't like being a girl." "Now F will read

this statement for the boys." "Listen boys, I really don't like being a

boy."
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Duties o the Test Monitor

(1) -Observing and assisting children in the. assigned group.

(2) Making the test adMinistrator aware of the testing en-
vironment ih the group.

(3)- Recording problems of the children in the assigned areas.

Role of the Test Monitor

The rcae of the test monitor is to provide children with as much
individual attention as was accordedby the classroom teacher in the
testing situation in which these tests were standardized. The test
monitor may provide on an individual basis the sense of caring and
confidence in,the child's ability that the test administrator seeks
to provide on a group basis.

1

The test monitor is responsible .for seeing that an effective test-
ing environment is maintained in the assigned group. This means that
every child knows the tasks required,iend is given an equal opportunity
to show knowledge of the tasks.

Observing Children

Each monitor is responsible only for a designated group and should
not attempt-to assist children in other monitor areas. The Supervising
Tester is responsible fdr assigning children to Test Monitors.

The monitor should walk quietly among the assigned grout, and if
possible, wear shoes that do not make loud noises. The monitor should
not stand in one place for any length of time. Mcfra sharpened pencils
and a copy of the child's test booklet should be carried at all times.
In order to perform ;these .functions the test monitor must watch each
child's behavior and each/child's test booklet.

Communication Between Test Monitor and Chils1

4

Good communication between Test Monitor and child is important
to a good testing environment. It is well to remember that communica-.
tion may be verBgl or non verbal. There must be no shouting and no
threats. Th4 test monitor should be alert and calm at all times. A
calm controlled and organized test monitor does much to keep a happy
and efiective testing environment. An occasional smile or a pat on
the shoulder does much to reassure children. Even though monitors
ma iddkess'children individually, when possible phrases such as "Let

''11 make or marks nice and dark" rather than, "Make your marks nice
and dark" should beuted. It should be remembered too that sometimes

89



ti

1
concern may be expressed by leaving a child alone. The monitor '
should use judgment in 'taping a child. If a child is slow in turning
pages or moving to the next item but is still able to keep up with the,
'test admipistiatOr, he shout. be left alone.

,,. .

A moult° should not spend most of his time with a "problem chile.1,
Sometimes pro ems will stop if they are ignored.

-

t; Before testing begins, the Test Monitor should talk with the chil-
dren in the assigned group. The monitor must learn the name of each
child and make an effort to address each one individually before testing
begins. The comments should concern something positive. The monitor
may admire the child's art work or desk, ask about a favorite class
project etc.

,

At times, the monitor may have to comment'on a child's behavior.
The monitor should do so only if the child's behavior affects the test-
ing environment- -that is, if it keeps other children from the opportunity
of knowing the testing tasks or being .able to display their knowledge of
the tasks.

If it is possible the monitor may address a child in his native
tongue at this time. It should,be noted that personal remarks must be
made in a manner that does not give one child more attention than other
children in.the group.

, During the time that practice items are given, the Test Monitor is
responsible for seeing that every child in the.assigned group understands.
how to mark their answers. The Test.Monitorshould look at each booklet
to see that answers are marked and marked cOrectly. The test should
not begin until the majority of the class Wows how to mark their answers.,

. During the practice items,.the Test Monitor may answer questions
of individual children, compliment the group on their work and assist
children in learning to mark their answers. Once testing has begun,
the Test Monitor may talk to the child about his work or behavior but
only in the areas prescribed in this manual. It is well to remember
that the monitor is not limited to the exactIWords here but statements
should reflect the ideas in comments written in this manual.

The Test Monitor tries to see that each child, in the group is A'.

working on the correct item, following the directions as read by the
,Test Administrator. The child should be marking his responses clearly
and marking only one response for each item. The child cannot be
given any answers or explanations of questions at this time but he may
b4 encouraged. Children who ask for help, stop working or who mark
answers at random with no apparent knowledge of directions should be
encouraged to, work on the item being read by the Test Administrator.

8
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Removing a Child.from Testing Area

If a-child: must.be removed from the room for any reason, the

monitor should take him. Others should cover the. Monitor's group until

the monittr *returns.-

A child should be removed from a group only if he is ill or

his behavior is so disruptive that he cannot be.00ntained in the class,

and is disturbing the test environment for the rest of the class.

Interruption of Testing

When an interruption affects the entire class, the rules on
pages 83 and 84 apply. When an individual child must stop working or

leave the room during a test, the following rules apply:

If a single can stops during any test, timed or

untimed, and is able to return to the work while

the test session is still going on, he may join

the- class and work on the test section ih progress

when he returns.

If a child has started a test sitting, and is not

able to return_before the class has finished testing

for the day, he may work with 'the class for the ,

remaining sittings, but me may not make-up the

part of the test he missed.
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Communication Between Monitor and Administrator

After the Test Administrator begins to read the test directions
aloud to the children, the Test Administrator and monitor should
communicate using a set of signals agreed' upon at local trainings The
TeseAssistant should communicate to the Test Administrator any inforia,-
tion that -indicates theNtesting environment is lot proper or,that the
children are'pot ready or able to work.

A Bag 'Test Assitant.sheuld sign41 the Supervising Tester at least
insthe 1 lowing instances: . -' ' .t5

.
. 0,

.;
't.

.(l) to ind).cate all,Qhildren understand a practice -item or test
:directions s

,..
'

. .. ' ..

. *
.

(2) ,to indicate' alt-cfilidien are ready to begin a test section .
,

. t

t'$) the'Vest Administrator is speaking too loudly or softly

(4) theaTest Administrator is Speaking too quiCkly or too slowly'
. .

,

r

(5) 'tithe children, peed a break

(6) a child must leave the room

Test konlpr Note Pad ,

,Each test Ipnitor should carry a notepad and pencils. Any prob-
,

lens encountere during-testing should be recorded on the Test Monitor
notepad. In the case of-the MAT, the subtest being administered when -,

the problem occurred should be noted. After testing i4 over.for theLdays,
thesenotes should be discussed with the Tent Administrator who will
recordtheM in the Tester's Log.

The test monito rShould keep' in mind'that tize following situations
must always be, recorded on the notepadand in'the Tester's Log. \

1. The child borrows answers more than three times.
. .

The child must be directed to,correct item more than three times.
.

3. The child marke'd nore'than-one response more than three 'times. '

4. The Chi refused to continue after being enconraged three times,

5. 'Chil'd started timed section of the 'test before the Test AdMin-
istrator signaled4the,group torbegid."

6: Child continued working on timed 'section of the test after the.
Test Administratdr signaled the group to stop,

o

( 9,2
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Child's Behavior

.

.

Monitor May Always
Monitor MarDo 3 Times

Per Test Section
Goes in

Tester's Log

Child is on wrong pages
9' _

,,A
. .

.

Find right page f
.

pag or

,child,

Child. is on wronritem.
1116-

.

.;.

find right item, '

.point with circling

motion

Code'112

...Child marks lightly

.

.

Monitor says,.'

Le 's make our

mariN nice and

dark." .

.

Child speaks, little English

.

Speak to'child in

native tongue during

practice session.

- .
,

.Child marks two responsesto a
question

.

'

.

Monitor says;

"Choose one of

these."

Code 11

.

,

Chad asks for help

.

, ,

Monitor 'says,

"Do the .best'

..
can."

* .

'
,
,

.

-
V k

.

Child is copying answers from

another child

1 ..
.

.

-

.

Monitor say's,

"Let's all doour
own work" or moves

child to another
,. -

place in the room

Code 15

.

,Child stops working
. ,

.

. .

,

,

,

.

. .

.

Monitor, points, to
item with a circular
.

motion and says,

"Try this one."

Code 16 .
. .

.

,
Child is talking

.

.
Modltor says,

"Let's all work*
..,,

lluietly." '

.

Code -14 if it

'causes child or

group to be unr...

ible to work

,fr

Child is crYing Monitor says
"What'fr wrong?"

.,
.

--

Code 14

r
Child marks ithswers at random

o

1

, .

Encourage child to'

Mork on correct item
.

.

Child starts tiled sectAon

of test beforp'Test Adminis -

trator signals group to 'begin

0

lncouyage child to
wait

N. % \..

f,

_

S .

'Code 10

...

Child continues working oe timed
sections after the Test AdrAinis-
trstor signals the group to stop
or moves on to other sections. in
the, booklet .7

Tell child to stop
( ,

r .

.'

, ,
.

,
-

.

Code 10

N

,F

- 1
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Testing FormS 4

Forms-to Be Cbmpleted by the Test Administrator

Testing Source Roster

,

In- Follow Through classes this form lists all the children in

a class. In Non-Follow Through classes the Testing Source Roster may
show all the children in the class or only those childten scheduled for
testing. Children not tested in a Non-Follow Through class need not be
added to the source roster.

In all cases, all children who are tested must appear on a
testing Source Roster. Target Children are indicated on this roster by
an asterisk. Every effort must be made to test these children. This

source roster should be dhecked with the teacher _before testing begins

to make certain that children scheduled to be tested whOse names do not

appear on the Tracking Source Roster .are added., This, information should

be available from the ClassrooM Testing Worksheet.

After testing ,is completed in a:classroom, a check should be

made on this roster for each ;child who received any portion of any test

or, What -To -Do section.
4'

-ceived.

Classroom Testing Worksheet

. I
This form is used to, note the test sittings each ,child re-

, 0(/

There are two kinds of worksheets, one for second grade classes
and one for third grade classes. (See. Exhibit 5 and 60 .1.11 sites where

second and third grade are scheduled for testing,theTest Adminfstrator

should be, careful to use the'correct form.

Form Heading
. .

- The heading" of the form and the names of the children should

have been filled in, during local` training. If not, it should be completed
befbre testing of a group or class,begine,

A It is especiaAlly important 'Mat the test team have lunch
and recess times on the Worksheet to 'ensure that tesling sloes not* ter-

, 'feke with .these activities.

. 94
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When a'testing group Is comprised Of children from more
than one class, the names of the teacher's of each class should be.shown

in two places on the Classroom Testing Worksheet:

(1) The.space provided for teacher name.

.(2) In the space beside the names of the children
= in their respective classes. (Exhibit 6.)

Child Data

Immediately before testing,-the sheet shoUld be checked
against the Testing Source Roster to be certain that all children in the
classe's di' testing group scheduled for testing are listed.

Immediately after completing each test sitting, the Super-
vising Tester should fill-out the Classroom Testing Worksheet for that
sittii

A check mark Z.)) should be placed in the shaded

box adjacent to a child's name that indicates

the sitting or sittings the child complped that.
day.

,.
If the child is absent an "A" hould be placed
in shaded box,

If a child is absent for an entire.sitting, and

that sitting is later made up,'a check mark

should be placed in the white box for that sit-
ting. If by the end of testing the sitting was

Aldt made 4, then a dash will be entered inthe
.white box.

Tester's Log

The Tester's Log is a white booklet found 1n every test carton.'
One Log iused-for each te-sting grobp. An entry must be made in the
Tester's tog after each test sikting, including make-up tests,

64
Completing the Log,

The form is completed by the Tdst Administrator with assis-.
tame from +the test monitors.

M.
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When Log Entries Are Made

The cover of the Log should be-completed at local training

or at least before testing of a group begins. The inside pages of the

Dig should be completed by the Test Administrator after each day's test

sitting is completed.

Responsibility for Log Entries'

Log entries are the responsibility of the Test Adminis-

trator, LOg entries should be based on test monitor notes and test team

. discussion after each day's sitting. These meetings should be private.

The Test Administrator should ask the monitor's opinions of the testing

environment. Individual dhild behaviors that affected the testing en-

vironment,. not abilities, sfiould be discussed. so"

Identification Data Recorded in the .Log

Certain facts and identification data must be recorded in
-the Log. Among them are:

,(1) The names of the teachers whose classes comprise

the testing group. This data should appear on

4" the cover of the Log. If, for any reason, the

crossrpectional of a child is not available, the

teacher name must be substituted.

(2)- Names of Test Allinistrator and monitors: This

information should appeSr on the,cover of the

Log. In addition, the Test Administrator's name k.

should be recorded for each day. .(

(3) Dates and times of test administration,_,,This

data provides an important cross check for SRI

and should be.recorded on each sitting--and make-,

up tests. The time4that the Test AdminiStrator

4 begdp to read to the children from the examirier's

booklet is the starting time. The time at which

the administrator 'asked the class to stop work is

the ending time.

(4) Names of Tests. In the case.of the MAT, subtests

during which described behavior occurred. At third

grade level, where sections'of the MAT and another

test may be. given, on the same day. 'Each test is

recorded in aseparate place. '(See exhibit 11:)
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-(5) In the case ofAndividual child entries, name

and cross-section ID (ten digit code). The

child's ID number should be copied from the test

booklet. If for some reason the child's cross -

sectional ID is not available, the teacher's

name must 'be substituted.

4.

Behaviors Recorded and Coded in the Log
V", ,

A code number his been assigned by SRI to certain kinds
of behaviors. :these behaviors are listed on 4 and 5 of the Log. Log
Codes are grouped by category. The categories are Environmental Con-

ditjens, Administration, Materials and Child.Performance.' Tfie first code

number in each category, 1, 4, 7, and 9, respectively; should be used to

indicate that there were no behaviors or environmental conditions that

did not follow those defined in the SRI training materials.

This manual and the testing directions diescribe an accept-

abletesting environment and behaviors. If the test team judges thathe

testineenvironment-and behavior were acceptable by these standards, the
"no problems ft codes should be used. -

In the Tester's Log, the Test Administrator describes be-

havior by checking designated codes and written descriptions.

Relation of Codes to. Written Comment

Test Administrators must explain in writ g, testing situ-
ations not described by the.codes, Therefore, it is possible that a given
code may be checked indicating one problem, wad the written statements in

an entry box,_12pneath the codes indicate another Problem.

Written comments which do not relate to any code and which'

do not indicate a problem in the testing situation, should not be recorded

(e.g., "Mary Jane is a slow reader").
.

All other codes are problem codes and describe situations

commonly found in,the testing environment.

4
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Making Log Entries

A Log entry is represented by a set of identification data
and codes describing behavior during a test sitting. There are group log

,entries and individual child log entries.

Group Log -Entries

GROUP TEST CONDITION'S

In the space provided below code group test conditions for each category. Write in any explanation required.
Be sure to log your time.

CATEGORY

TIME

(61) (62) (63) (64) (65) (66) (67) (68) (69) (70) (71) (72) (73) (74)

qtart

;;se)
End

Child,e Mtl

'2 1 3 4 5 1` r 8 10 f 11112 f 131 14 1 15 16 117

.#21170/.1, AhOWAJ4 Z7 $1 d'AJ 'da.i.;14v 03044.1., .rat
li040 7f0 Z7Epe-AT OwSO-4,4). .stertilvAJ.

.*

Environ. Admin.

S.

. .

Group Log entries are. made to code the behavior of the test-
ing group as a whole. A code must be checked in each. category (Environment

Administration, Materials, Child Performance) to delIcribe the group testing
environment. This entry 'should represen't the behavior of the majority of
the children in the testing group. If 'the environment and behavior of any

child in the testing, group differs from that of .."Description of Individual
Child Problems."

..

-

Logging individual)Child Problems

DESCRIPTION OF INDIVIDUAL CHILD PROBLEMS

In thle spaces provided below enter the name and ID n4ber of each child whose- problems were different
from the group. Code each problem category for each child. Write in any explanation required.

(61) (62) (63) (64)) (65). (66) (67) (68) (69) (70) (71) (72) (73) (74)

ID Number 49999,94,o"

2240.1...reyd
Last Name First Name

Environ. Admin. Mtls.

K2 I 3 41 5 tflr
"JAM! TiEtf. fru) A.) :roes
A0/..p.de tS.4 )rhir gfoz vio
lugs 4.A.Ardie4r 2? *Tow,
Rekra4/* act,-

98

hild

9 1101 11 13 144 151 16 17 118

?Est da kerAt 7Stikfer rXwOrs,
o se 00,,mt ae,vce ioA e

ost A ro":"? rre C 4111-r
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-Environment ConditionsProblem Codes

Code 2:' Problems_ with 'relating Area -. -This code refers to

physical environment-of testing. It does

not reierto"persoils who may affect the environ-
'ment.

Code 3:, Classroom or Child Disrupted During Testing--
This code refers_ to persona who may affect the

testing environment:

Administration -- Problem Codes

Code 5: PrOblems in Test Administration=-Refers to prob-

lems caused by the children's inability to hear

or'underatand the Test Administrator.

Code 6: Refers to errors in testing procedure made by .

the Test Administrator which reduced the testing

groups ability to take.the test and demonstrate

theirsknowledge of the subject matter.

MaterialsProblem Code

Code 8: This' code refers to printing errors in teltbook-

1 0
1:

Child PerformanceProblem Codes

:II

Code 10: ,This code should o be used in relation to
timed tests. It refers to situations where child started

r

the test-before the Test A inistrator indicated. he should

begin and/or finished after the Test Administrator indi-

cated the child should stop. This code'should not be used

to indicate random markings.'' Random markings should not

be recorded in the Tester's Log.

Code 11: Thi code indicAtesthat the child's bookietirows
) more than three instances in a given section where

two responses were given for one item.

99
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Code 12: This code indicates that a child yes observed tq

be working either ahead or behind tide,class. It

also applies to caseewherd the child has lost

his place. If such observations are noted more

test section, this

code should be marked in t Tester's Log.

Code 13: This code refers only to children who are bi-

lingual,

than three times in any one

Code 14: This code should Only be-used in instances where.

the behavior affected his or the 'testing

group's ability to work on the test.

Code15:s This code should be used if a child has been ob-

served borrowing answers or receiving help from

another child more than three times.

Code 16: The test monitor is required to encourage children

who refuse to respond or continue three'times dur-.

ing.each section of each sitting. If, after the

child has been encouraged three times, he stops

working again, this code should be checked.

Code 17iv If a child had to leave the room, and consequently

0,,,missed part of the test or was unable to perform

on the test for some physical reason,, this. code

-should be checked.

Cbde 18: This box should never be checked unless a school

official-has vouched for the fact that by the

school distridtie-driterie, ;the child is described

as a. 'special education" child.

.

Describing Behavior in the Log,

An entry regarding the behavior'of the test team and testing

group must be made each day of each test sitting.

Log entries are made for individual children when their en-

vironment and/or behavior in a group testing situation differs from that

'of the group,and when the child is taking a make-up test. In the case of

individual entries during group testing, the child's behavior must differ

in ways that. impair the child'S' ability to take the test and demonstrate

his knowledge of the subject matter. In both instances, an entry is made

for the child in which a code is checked in each category (Environment,

Administration, Materials, Child Performance) to describe the child's.teet-

in environment.
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On _certain days of testing more than one section of the MAT test

is administered. If a child is removed from or leaves the testing situ-

ation for any reason, even though he may subsequently return to work or

the test, it is important to note in the Log which MAT subtest is

affected, why the. child was not present, and how long the child was not
present.

The following is a list of test sittings in which more than one
MAT subtest is administered

Grade Level Test Sittings Tests Administered

2nd 1 Word Knowledge

Word Analysis

2 Reading: Part A

Reading: Part B

3 Spelling

Math Computation

3rd 1

2

Word Knowledge

Reading

Language: Part A

Language: Part B

Record sof- Tests Not Taken

The first page of the Log should be used for listing any
children scheduled for testing who did not receive any section-of the
Metropolitan Achievement Test.' This means that the child was never
brought into a room by the test team for the purpose of test adminis;tra-
tibn. Only children who have missed all five sittings of the test should
be listed on this record. The reason for the child's failure to take the
tests (absent; transferred out of class, etc.) must also be recorded.

'tt
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'Classroom Instruction (CtS INST) (Follow Through children only)

This space should be completed for Follow Through classes only. It
should be checked to indicate that the child is in a classdesignated as
a Follow Through class.

to*

Lunch, Snacks, Dinner, Medical Dental (FT and NFT children)

These spaces should be {used forTollow Through and Non-Follow
Through children. The spaces should be checked for Follow Through
;children if the service is available.to the child as a part of the
Follow Through program. In the case of Non-Follow Through children,
the spaces should be checked if the service is available to the'child

fas cipart of a federally fundediprogram.

Medical and dental care refer to any.such service performed-by a
medical or dental professional.

Other,'Specify (Follow Through and Non-Follow Through children)

Any other service funded by the Follow Through prograni, available
to aFollow Through child should be recorded here. In the case of Non-
Follow Through children, any other federally fUnded service available to
the child should be recorded here/

Days Absent

The number of days each child has been hbsent from school since'
the be nning of the school year shotld be recorded. If the child
entered the school after the school registration date, the absence
record should include all the time the child was registered in the
present school. II records are available from the old school, earlier
absence data may be added and,the words "whole year" printed above the
data.

2/

I

106,



IX ATTENDANCE AND ATTRITION:

Collecting Attendance and Attrition Data
0

,Attenance and attrition data is c011ectedebySupervisAg Testers
and Site Coordinators. The data must -be . collected -only -on those chil-

dren who were tested by SRI this Spring.

The data is collected on the Testing Source Roster. (See page 47.)
This is the same roster that was used to obtain labels for test book+
lets. Some data are collected during the testing period, other data is
collected after testing has been completed.

Data Collected During the Testing. Period ,

The following datashould Have been_colleCtedon each tested child
during testing: .

p

(1) Any corrections in pre-printed demographic data blame, birth,
date, sex etc.) except eligibility for services'.

(2) Eligibilitt for All Services (Elig All) - This dati'is pre-
printed and represents data collected at an earlier time.
These data were collected for Follow Through children only
and is verified after testing las been complete4.°

(3) Date a.child:scheduled for testing entered ox left the class-
room. No record need be kept on movement of children not
scheduled for testing or on movements of childrenschedul4d
for testing aftertesting is over.,

Data Collected After Testing Is., Completed

The following data must be collected on thb children actually
tested by the SRI Test Team..

.Availability of Services

SRI seeks to collect lnformation,on the availability of certain

free services to children_who have been tested.

r
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X EDANG;',\,PACKING, AND SHIPPING

SL,

Chetking Data Collection Materials '

SRI Follow Through evaluation data collection will take place in
nearly 80 sites around theynited States. SRI Field Operations has
designed procedures and forms to help maintain a consistent manner of
data collection in all data collection sites. It is the responsibility
of each member of the test team to check materials before beginning work
to make sure they are correct and in order and to review completed work
to make certain it has be 'one in the manner described in this manual.

. The following listings descr e checks at should be made on testing
'materials.

g

:Test Carton's

Al) The Site Coordinator should check the test cartons to
make certain that a sufficient number are available
for testing.

(2) The test team must check the .contents of each carton to

see thateaeh contains the correct materials in the
correct amounts.

(3) hIn assembling materials for teasing, it is important to

keep test booklets in the test carton. Booklets borrowed.
. or' Ioaned should be duly recorded on the Test Carton Pack-

ing:.and Inventory List by the test team. (See Exhibit 4.)

(4) Test Carton serial numbers are recorded by the SC and ST.,
(See Exhibits 14 and 26.) The 0;me if the teacher or

teachers whose children's booklets are in the tist

carton should be marked in large letters on the outside
of the box. '

4

. testBooklets
.

(1) Test Booklets should be checked by the test teamduring
local trpining for such things as misprints and missing

.,pages.
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(2) An identification label

each child. -:The labels

Source Roster.

Test Booklets shoUld be checked by the test monitors after

every test-sitting.

:Test_Booklefs for a given testing grollp should be kept to

gethersduring testing and returned to SRI in the same test

carton.
/11P

(5) During testing, the Sitk Coordinator.should select booklets

at xandOm; and check to see that they are labeled.

(3)

(4)

should be placed on each booklet for

needed are available from the Testing

Testing Source Rosters

(1) The Site-Coordinator should make certain

Sourcelloster as been provided for each

children are scheduled for testing.

that a Testing

class in which

(2) Thg Supervising Tester should' make certain that all children

scheduled for testing are listed on the appropriate Testing

Source Roster.

(3) Errors in child data on the Testing Source Roster should be

reported to the Site Coordinator by the Supervising Tester

before correcting them on the roster.
.

(4) During testing, the Site Coordinqtot should select Testing

Source sterS, at random to see that all asterisked children

have b tested. (See Exhibit 1.)

(5) Supervising Testers should inform the Site Coordinator of any

children added -or deleted from the Testing Source Roster.

Classroom Testing Worksheet

(1) During teeting,tthe test tea

daily on the Worksheet.

A' (2) After testing of a class or g

team should check the Workshe

to make sure that all test sit

should record test sittings

oup has

is agai

een

st th

completed, the

test booklets

ave b en recorded.

(3) The test team should make certain that Wor' heets show the

names of all teachers whose classes are in a esting groU04

110
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and-indicate which children belong with which teacher.

(See Exhibit 80
. ..

(4) The Site coordinator_ should spot cheek' 'the' Worksheetseof-

.
. each team to .se that entries are properly .made.

. .

A
Testers Logs .

.

.- .

(I) The test team should be sure to complete a Tester's Log'
.

for emery testing group.
---7------,, .

(2) During testing, tleteam should be certain that,a code has

been marked'for.qach problem category, for each testing

group or individual child entry. (See page 98.)

(3) The Site Coordinator should select Tester's Logs at.random

and check them against test booklets to see'ifcertain

problems, such as multiple markAngs or a childrqusing to

cOntinide,.:haVe'beeft properly logged. -The Site" gebrdinator

should also note whether log coding is being done properly:

Attendance and Attrition Data Collection'

(1), The Site Coordina'tpr.should make certain that classroom
. . .

instruction is checked..

'(2) The Site Coordinator should make certain that attendance

and attrition data are collebted only for children who were

tested.

Personnel Quality COntrol

The'gite Coordinator is responsible for maintaining a level of,quality

performance among all on-site test personnel. The Site Coordinator must

teeth correct,procedures and see that.thoSe procedures are followed.

0.

In working with .gupervising Testers, the Site Coordihator should:

cly Observe the'Supervfsing Testers at Regiopai Training to see

that they have learned test procedures.

(2) Observe the Supervising Testers at local raining to see

how they relate to their team members.

111
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(3),10bserve the Supervising Tester the first week of testing
to see that SRI testing procedure is being followed.

(4) Observe the Supervising Tester at least once a week thve-
aftei. until the end of testing to seethatproper procedures
are used throughout the 'testing cycle:

(5) Talk to the Shpervising Tester each, day to keep abreast of
problems and possible schedule changes.' k

(6) Check testing materialsiat random to make certain forms are
being completed properly and,at the right time.

(7) Stay in touch with the Follow Through Director and principals
to remain aware of possible problem situations and tn avert
problems, if possible.--

,

In working with Test Assistants, both the Site Coordinator and Super-
vising Tester should:

I s.;

(1)- Observe the Test Assistants at lo'dai training to see if they
have learned procedures.

(2) Observe the Test Assistants dulng testvadministration.

(3) 'Make every effort to keep the ling of communication open
with the Test Assistants. Team problems should be discussed
among team members and the Site Coordinator'oniy.

Packing and..Shipping SRI'Materials

,

All materials distributed by SRI for testing must be shipped to

SRI no later than one week after all testing has been completed.

The packing of the materials is the responsibility of the Supervising
Tester and Site Coordinator. The shipping of the materials is the responsi-
bility of the Site Coordinator.

Racking. Test Cartons

When the test team has completed the 'testing of the classes or
testing groups whoge booklets are in a dingle carton, they should pack
the carton, but not seal it. The team'should check th Test Carton
Packfng Instructions shown below and make certain the c rton is packed
EXACTLY in the order shown. (See Exhibit 32.) DO NOT Return Testing
Source Rosters in Test Cartons.
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This means that the 'following,items should be packed in the carton,
listing from -the bottom of the carton to the

(1). Unlabeledunused test booklets:

.(2) Labeled test booklets 'not used by the child.

(3Y Test booklets used by the, child, grouped in the order in

ialich the children's names appear 'on the Testing Source Roster.

(4) Tester's, Log.

(5) Classroom Testing WorkSheet.

(6) ,Test Carton Packing and Inventory List, showing number of

booklets unlabeled and unused, labeled and not used, labeled
and used.

(7)` Test Team Assignment Sheet.

When the 4177Coordrnator receives

visi*Tester, the serial, number of the

agairopt those on the Test Record in the

Exhibit 26.)

the test carton from/the Super-

_test cartonsshould'be checked

Site Coordinator JoUrnal. (See

The Site Coordinator should dheck the contents of the carton in those
areas described under quality control. The carton should also be checked
for correct order in packing. TheSite Coordinator should make certain
that all forms are in the carton,.especially in cases where children from
different classes have been grouped for testing.

.

Packing Other Test Materials

,
.

In addition to the test'cartons, the Site Coordihator should return
the following materials to SRI: i

.

J.,

(1) Site CoordinaiOr Attache Case (include red binder, manu
and extra forms).

(2) Test. Team Work Kit (includes red binder, manual and extra

forms).

(3) Test Assistants' Training Binders (blue binders). .

(4) Extra Pest Cartons.

(5) Site Coordinator Journal.
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All materials may 'be returned to SRI in their' original, shipping boxes.

If the original boxes cannot be used, replacement boxes must'be provided

by the Site Coordinator. A *

Packing'the Site Coordinator Journal

The Site Coordinator,Journal should be mailed to SRI Field Opera-

tions Office, in the. envelope provided,, no later than onp week after

all testing and rostering is completed on the site. A final check

should be made to'assure that all sections have been completed. The

following items should be returned to the Site Coordinator Journal:

(ly ,All shipping receipts -.

(2) 1975-1976 school year calendar, if available

(a) School district directory

(4) Local Training AttendaAce Record

(5 Test Recor4 (white copy). The yellow copy should be mailed

tp Ben Samson immediately aftei testing is completed.

-Shipping Te.st MaterialS

t,

'SRI test materials<should be shipped by truck. The Site Coordi-
nator will be _provided with the name.of.the trucking firm to be used.

Each test carton should be insured for $50,,

The number of test cartons shipped should be recorded in the S-ite
Coordinator Journal..

All materials except the Site Coordinator Journal
and ST Handbook should be shipped COLLECT to:

FOLLOW THROUGH EVALUATION

Building 309-B

Attention: Ben Samson (Extension 3118)

STANFORP RESEARCH INSTITUTE

333 Ravenswood Avenue

Menlo Park,'CALIFORNIA 94025 -it'
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When the testing Materials are pickebi up by the freight lipe, the

SC should ask ,for a'shipOng number or route and telj the freight com-
pany to bill SRI. ThgSC should then call the Field Operations Office
and report the date the materials were picked up by the'freight line

and confirm the name of the freight Company.

Shipping the Supervising T'ester's HandbOok

The Supervising Tester is responsible for returning the Supervising

Tester Handbook, in the envelope provided, to the SRI Field Operations Office.

The Handbook should be mailed no later than one week after the Supervising

Tester has completed all his work on site. -

1115
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XI EMPLOYMENT AND PAY PROCEDURES

Responsibility for Hiring

The SRI Field Supervisor is responsible for the hiring, training, and
supervision of personnel on sites assigned to him.. The Field Supervisor
hires the Site Coordinator. He may delegate'the screening and recruiting
of- Supervising Testers to the Site Coordinator.

In screening candidates, Site Coordinators look for good clerical
skills, the ability to read aloud, work with children, ,nd'supervise small
groups of adults. They will also inquire about the candidate's education
and SRI experience. The Site Coordinator presents names of qualified
persons to the Field Supervisor 'who'will then seleCt and hire.

The Hiring Prpcess

The Field" Supervisor will review, with 'the applicant, the qu'alifications

necessary for the job, the training requirements, and the job description.

I

Information Needed from Applicants

An individual considered for employment as a member of the temporary
data collection staff must, give the Field Supervisor the following in-
formation,:

Full name

-Street address

City, state, and zip code

. Social Security number .

Telephone number

Degrees earned

SRI Follow Through experience as a'Supervisihg Tester or
Site Coordinator

.1

119

102

t



Hiring Forms

On-Site personnel will be paid through Olsten Services, a nationwide

tempOrary work agency. This means that such personnel are employed by

Olsten to work for SRI.
4

. .

After a hiring decision has been made the following forms are sent

to the applicant from SRI: r

A letter stating that the applicant has been hired and

confirming salary.

A Confidential Information Sheet.-

A W-4 vithholding tax form.

A Protection of Confidentiality form.

The applicant must complete the Confidential Information Sheet, the

W-4 Form, and the Protection of Confidentiality form anykreturn them to

SRI. The' Confidential Information Sheet and the W-4.Form are'then for-

warded to Olsten Services. This. is very important. No invoices can be

processed or paid until these completed forms have been received by Olsten

Services. The hiring process is not complete until these forms.are

returned.%

Salary and Expenses

Salaries are paid on an hourly basis. They are .determined by4sihe

wage rates in the region, the applicant's education, and thd applicant's

SRI experience as a Supervising Tester or Site Coordinator.

Salary and reimbursement for expenses is made on the basis of in-'

voices prepared by the Supervising Tester and verified`by the Site Co-

ordinator. The Site Coordinator should not sign invoices that cannot be

verified but should discuss the matter with the Field Supervisor. Site

Coordinator invoices are verified by the Field Supervisor.

'Local-Travel Expenses

. There is no reimbursement for travel, between home and school for

normal commuting distances. All distances,of 29 miles or less one Wiy

are considered normal commuting distances. Reimbursement will be made
,

for automobile travel to schdol at 120 per mile only if.the distance

traveled is 30 -tiles or more, one way.

120
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If travel between schoolis or offices is required in the performance

of tasks for SRI, reimbursement for this travel will be made at the rate*
of 1* per mile.

. Telephone Calls

All calls to SRI must be made station -to- station COLLECT. Phone calls
.

to persons on SRI business are reimbursable. For'calls over $1.00, the loca-
tion and name oftheperson called. mustbe shown on the invoice.

Miscellaneous

Purchases of services (for example, a baby sitter) or materials (for

example, a brief case) for personal convenience are not considered legit--

imate expenses and reimbursement will not be made for them. Reimbursement
will be made for items such as postage for mail to SRI.

ti

Advances

/ Advances are payments, made to employees before a completed invoice
is received. Advances will be made only for meals, tips, and valet before

a regional training session or national Site Coordinator meeting.

A Word of Caution

The Site Coordinator must consult the Field Supervisor for

adirance written approval of any deviations from these guide-

lines. Personnel who, tail to secure,such permission may be

liable for payment of these expenses. If the Field Supervisor
cannot be reached, a COLLECT station-to-station call should be

made to the Follow Through Field Operations office at SRI,
415/326-6200, Ext. 3003.

The Site Codidinator is responsible for seeing that only allowable

expenses and hours actually worked are recorded on the invoice. Super-
vising Testers must check with the Site Coordinator to be certain that

expenses and hours are allowable%
.
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Salary Payment-Process

Salaries and reimbursable expenses are paid on the basis of SRI

invoices completed by the Supervising Tester and verified by the Site

-Coordinator. The Site Coordinator's/ invoice must be approved by the SRI

Field Supervisor. Entries in the Daily Log (see page 27) describing

daily activities must be considered as part of the verification process:

Invoice forms are available from the Site Coordinator. One invoice

should be filled out for each calendar week. If work is "done on' one day

in each of two calehdar weeks, two invoices must be completed.

Invoices should be mailed to SRI each week. They will be processed

at SRI before forwarding to Qisten Temporary Services for piyment. IT

TAKES ABOUT THREE WEEKS FROM"THE DATE AN INVOICE IS MAILED TO SRI FOR

-'.PAYMENT TO BE RECEIVED.

Invoices will not/be paid for persons:

Whose Confidential InforMation Sheet and W-4 Form are not

on file witfrOlsteri Ser;iices.

Whose invoices have not been verified by the Site Coordinator

or Fiend Supervisor.

All invoices should be mailed directly to:'

Follow Through Evaluation

Field Operations, Midl 183

STANFORD RESEARCH INSTITUTE

333 Ravenswood Avenue

Menlo Park, California 94025

Inquiries About Pay Procedures

.,

Questions concerning invoices should be directed to Field Operations

at the abOve address or a/station-to-station COLLECT call should be placed

to SRI at 415/326-6200, Ext. 3003. Invoices are filed by date. Inquiries

about an invoice should reference the time period covered.

Follow ThroUgh Evaluation Envoice for Services

The Follow Through Evaluation Invoice for Services is a four-copy .'

form used to record" activities and explain reimbursable expenses incurred

in the performance of tasks assigned by SRI. One invoice should be
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completed for each4calendar week in which salary or reimbursable expenses
are incurred. Receipts for any expenses paid by-SRI should always ber'-
attached to the invoice (e:g., airline tickets).

Distribution of Copies

The first three copies of the invoice should be returned to SRI.
The fourth copy.1(pink) should be retained as a tax record.

Completing the Invoice

The following information must be printed clearly on each invoice ,
submitted to SRI:

Name- -The full name should be printed out. Married *omen
are asked to use their given names (eg., Mary Smith, not
Mrs. John Smith).

Street, Ctty, State, Zip--Current address, including

apartment number and zip code should be printed. If

several invoices are sent at one time, the complete ad-

dress, including city and.state, must appear on each one.

.Check If New AddressPay checks aresent to the address
shown on the Confidential InformationSheet. If the
address shown on the invoice differs from that on the

Confidential Information Sheet and checks must be sent

to the new address, this box must be,checked. SRI should
be notified imMediatbly of a change of address.

Record Activities for One Calendar .We*

Date--Only one day is to be recorded in each box. It

is incorrect to write;"5/21/74 through 5/25/74 = 16 hours."

The invoice will be-returned unless each day id listed
separately. USE ONE INVOICE FOR EACH CALENDAR WEEK.'

.

City- -The city or town in which data collection or train-

ing is taking place must be written in the small box

immediately below each date.

School or Work Location--The name of the school or

work location should be printed here.
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Task Description--Each day's activities must be explained

using the descriptive codes shown below. USE ONLY THE

FOLLOWING CODES:

MT (Meeting) Any meeting attended by the Site Co,

ordinator"or the Supervising Tester th4t. pertains

to matter; related to data collection: All,such

meetings must be recorded in the.Daily tog. The

Site Coordinator should make the Field Supervisor

aware of regularly planned staff meetings and gain

his approval for such meetings.

TS (Test Supervision) Observation of testing per-

sonnel and the completion of farms (i.e., Test

Assistant Attendance Record) involving site person-

nel. Random sampling of test team forms by the Site

Coordinator to check the quality of the work is

Editing.

ED.,(Editing). Review of ,any SRI forms or materials

that have already been compldted for accuracy and

completeness.

RG (Regional Training) This refers only to the

four day session conducted by SRI. The number of

hours which may be charged to this code are stipu-

lated during training session.. No other. hours may,

be charged*

LT (Local Training) This refers only.to the four day

training session prescribed by SRI. Any other train-

ing time must have the written authorization of the

-Field StiRervisor and should,'be 'listed under "Other."

CL ('Clerical Support of Testing) Completing the

,A- following forms at any time except during local
/ training.

Classroom Testing Worksheet

Fceow Through Director's Information Sheet

SchoOl Testing Information Sheet

SchoOl District Personnel

SRI Test Staff
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Supervising Tester's Planning Sheet.

TeaCher Information Sheet II n

-
. .

'rest Carton Packing and inventory Sheet

TestRe'cord,-

Test Team Assignment Sheet.

Preparation for testing as described on pages 78-79. .Discussion and
completion of the Teiter's Log after testing is finished.

.1

,11

TA (Test Administration) The time the.Supervisling

Tester spends in the classroom on 'a testing day.

PS (Packing and Shipping) Those'nctivities related

to packing test cartons for shipment to SRI include

those described in page 112 ofthis manual." -

AA (Attendance and Attrition Rostering) Time spent

in correcting or collecting data for Attendance and

Attrition.'

Other Any activity not covered by the above codes

but authorized by the Field Supervisor.

It should be noted that on a gilien day, in which the Site Coordinator or

Supervising Tester administers tests, the invoice entry saould show

time coded for TA (test administration)'. CL (clrical support Oftestibg),
t

and ED (review of materials to check for accuracy).

) RECORD ACTIVITIES FOR ONE.CALENDAR WEEK

DATE

CITY

Ser-i-0-01. OR WORK LOCATION

TASK DESCRIPTION
(See Note 1 on reverse)

NO OF HOURS (no more than
8 hrsiday. 40 hrslwk)

Sunday

/, /
Monday

442,14-
Tuesday Wednesday

rag? 112
Thursday

fl,1/7 , / S
i. Saturday

/ /

Ayth$Art* Pail1 441ii* eteb
Mastsit AcIAfti

list
Adasis'ist PAfts "%I's$t oft

I I

i I

I I

rAtLIED
I Iisitior I I.

imieLlgo
1-'_1_vi laig AEON -V

1II
1

II
41.211

II
21311

II,
Ad 11

..I..I . 1,1_1Jaffil ii ii 1 I
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S.

'No. of Bbuk.s..-Not more than 'a total of 8 hours per day or
Ma

more than 40 hours per 'calendar week may be -elaimed.^ When-
.

more than one task is performed in a day, lours. recorded

must be shown by task. The _number of hours pei day must
be shown'for each day. They cannot.be Shown.*?.s one:tbtal

(4/15/74 through 4/19/74= 16 hours.

Expla nation of Allowable Exlienses

.

.(1) Travel

I.

.

(a) CA. at 120 per mileExpense..for travel 15 'ethent scHbols

or offices required_in the performance of taskslor SRI

should be shown for each day. no reimburseMent

for travel bet*een home and the work 4ite unless the,dis-

iance'is 30 miles or more one way. Distances of 29 miles

or lessless are not reimbursable expenses. For'reimbursement,°

expenses must.be itemized' on Attachinent A (see Exhibit ).

(b) Taxi--Except for airport connections for ,regional training

and national Site .Coordinator meetings, taxi service may

be ;used Only with, the written peission of the Eield
,

SOpervisor.:* When taxis are used, the date, locations and

Cost (including tip) must be shown in the box marked "taxi"

in the lefthand corner of the form. Where possible, per-

simnel from one project are expected to share taxis.

(c) OtherSRI, arranges for transportation to and from national,

Site Coordinator meetings arid regional training sessions

when these meetings are beyen& commuting distances. If ,a

trainee wishes to drive a personal ear to the meeting, an

will.teimburse the trainee at a'rate 'of 120 per mile for

distances-of 30 miles or more one way, orthecost of'a

tourist air ticket, whichever, is less.

(2) Meals, Tips, Laundry, Valet--Except at regional training and

national site) coordinator meetings, these expenses are not re-
,*

imbursable. Meals, tips, laundry and valet will.be reimbursed

at the rate of $12.50 a day to trainees attending sessions

beyond commuting distance. Rlimbursement will be on the basis

of the time SRI has schedulecrarrival at the airport (but no

earlier). On departure day, reimbursement will ie on the basis

of the .time SRI has ,scheduled departure from the airpor7t (but

no later).

1
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(3) _TelephoneA
.

to:other pia

reimbursed.

,here. An It

locattonS,an

box marked'"

(4) MiscellaneoU

categories d

boxes. Any

Supervisor.
. -

envelopes for

These items mu

bottom of.the

Remarks- -This

,expenses. Any

be noted here.

"'calls to SRI Rust be made COLLECT. Calls made

es- as a part of the work done for SRI can be

the cost of calls for each day should be shown

mined listing of dates, persons called, their'

the amount cd each call'must be recorded in the

elephone" in the righthand corner pf the invoice.

7-Reimbursable expenses that, do not fit in the
scr

'te

Su

When the expenses a

the 'top right ofthe inv

For ieriodlpecord

are used to identif

'6alendar week. For

Mon*, May 11, the
invoices Since.they

hrs. per

dar week indlc

,-,be;dhown here.

bed above must be shown for each day in these

in the category must be approved by the Field

items as postage, extra ScotchTape or.

ruing SRI'forms should be recorded here.

be explained in the Remarks section at the
oice.
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EXHIBIT 3

FOLLOW THROUGH
TEST CARTON PACKING AND INVENTORY LIST SRI EVALUATION

SPRING 1975

SUPERVISING TESTER KATI-% Y TEN Kr Ng PROJECT CODE NO. 7 9 9
TEST CARTON .5
SERIAL NO. a /

TEACHER 1-447...eN N o L1/EC GRADE SCHOOL S

ti

1

Check the contents of this Test Carton against the packing Iist'below. If there are not enough test
booklets for the entire -class or testing gioup see your'Site Coordinator.

Test Booklets

Grade 2 MAT Primary H

Grade 3 - MAT Elementary

IAR

Coopersmith *

Raven's Matrices .

Testing Form,

;Y.:,
Tester's Logs . .

Classroom Testing Worksheets

Shipping Materials

Sealing Tape

Return Labels

I .

RkTURN THIS-SHEET WITH THE TEST CARTON IN WHICH YOU FOUND IT'

137



EXHIBIT 4

TEST BOOKLET INVENTORY

BOOKLETS
PRIMER (ETC.)

NO.
RECEIVED

NO. LOANED/
TEST CARTON S/N

NO. BORROWED/
TEST CARTON S/N

NO.
LABELED AND

NOT USED

..-
47i

NO. .'

USED `;EXTRAS
".;

,
NO..

NO: RETUFAD
I THIS

TEST CARTON.

Elenteta5
.

30
. ,
3/ 38 76 / 13 -;' 3 27
.

.
,.

.1

.
.

.

,
.

.
. ,..

., ,

*
.

.
. .

. . . .
.

% ,nom'e

. .
. . ...-

. ../.."

...ti ,
1,

...

-
4

ft

a I

4 o

... . ..

. 0 ) -

I.

RETURN THIS SHEET WITH THE TEST CARTON IN. WHICH YOU FOUND IT

1-38
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TESTER'S LOG
THIRD GRADE

EXHIBIT 7. FOLLOW THROUGH
EVALUATION
SPRING 1975

TEACHER NOLVEC J4ELEN
(LAST) _(FIRST)

A SCHOOL A D A PI5
(MIDDLE INITIAL)

STATE Co A
(LAST) (FIRST) (MIDDLE INITIAL)

(LAST) (FIRST) (MIDDLE INITIAL)' CLASS MEETS:

SI-TE NAME

GRADE:
(Please check) 0./
Site Coordinator's Name

Supervising Tester's Name

Monitor Number 1 (Name)

Monitor Number 2 (Name)

Monitor Number 3 (Name)

Other

rry RATPJER
A'T14/ .JEN kiNS

F t.1 exs COL(-IN s
MAR3oR1 t4

ROSE TAY o

ED 01!Mil

Test Carton Serial No 3 /7 qc.

This log is for the group of children shown on the Classroom Testing Worksheet and must always be used with the
same group of children. The log is to be completed by the Test Administrator. The Supervising Tester is responsible
for seeing that'this log is properly completed.

CHECK LIST

; .

, AFTER EACH TESTING SESSION AFTER TESTING' OF CLASS CCISMPLETED '\

R Test conditions marked by Test Administrator
starting and ending time entered

2 Proper code checked for each problem category

.
.. .fti Tests taken checked against log and Classroonii

Testing Worksheet

ffi ClassrociAtTesting Worksheet completely filled
in absentees noted by Pdash"

Record of tests not taken filled in

0 Test information transferred to testing roster

2 Test carton packing and inventory sheet
completed .

[Materials checked by Supervising Tester

R Make up test coded in back of log for each
child test administrator and time noted

Ea Test history marked on Classroqm Testing
Worksheet

TO BE RETURNED tN TEST CARTON

k :174,-

119



EXHIBIT 8

RECORD OF TESTS NOT TAKEN'

List the names of children who drd NOT complete ANY section of the MAT. Write tlie'reason why
no section was administered. Do not list the child if any Section of the MAT was started.

NAME REASON

1 TRN KOKT , E LAIM E PWENT FROm ScifooL 3 wEEKS
,

a .

4

5

6 ,

7 .

8

9. . ..
.

10 .

11
.

12
. .

13 .
14 -

15
.

.

16 ,

17 .
18

19 .

20.

21

22 . .

23
.

24 . .

25 , ' .

26 t.

27 .

28 .
.

29

30
. a

31
.

32

33
...

34 .

35
.

.

aO
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EXHIBIT 9

COMPLETING THE TESTER'S LOG

A

The numbers in boxes are code numbers that refer to problems encountered during testing. These problems are grouped
under the following categories: (A) Environmental Conditions, (8) Test Administration, (C) Materials, (DJ Child Performance,
and (E) Test(s) not finished. Check the. appropriate code for each category.. If there were no problems for that category
mark the appropriate shaded, box. (i.e., Li for Environmental Conditions, a for Ten Administration, 13 for Materials
and la for Child Performince). Be sure that each category of problems is considered for each test administration .and'
for each child. Where explanations are required write in the space provided. You may check as many boxes as are
appropriateVHowever it,the "no problems" box, is. checked then the other codes in that section must not bp checked.

A. ENVIRONMEIOAL CONDITIONS

U
El

a

'LOG CODES

'No problem` S'ilith testing conditions, no disrUptions

PrUblems with testing area

i.e.: ex`ceisive interference from noise.
not 4nough space.

iiOrior ,lighting conditions
. , gene

li
al discomfort

. , .. 0
. ClassrooM or ichild disrupted during testing (eplain if severe disruption)

i.e.: - fire drill , .

non -test associated person present causing disruption
child difruption affecting other children , .0-
outside noise

B. ADMINISTRATION

1:1

6

No problems With administeriOg tests

Probleirs in test administration

i.e.:, tester had to repeat instructions frequency
tester had to repeat items frequently.

Test administrator made procedural errors (explain in detail)

C. MATERIALS

8

'/
Not,problems associated with VS materials

Problems'with test materials

i.e.: booklet incorrect pages blank, out of, order, or missing'
examiner's booklet or testing materials difficult' to handle

143'



D. CHILD PERFORMANCE-

U
1 0

ES

4

EXHIBIT 10

--
No problems with child's behavior, language,. or ability to understand directions

Child started ahead orfinishe8 late on timed section of test (explain)

Child marked multiple-answers more than three times per test section l (explain)

Child lost, place or Moved ahead of test administrator more than three times
_per test section (explain)

Child had difficulty speaking or understanding English .

ti
4

Child or childreninattentive, restlesk or difficult to control

i.e.: . child or up took a long time to settle down

child bore and did not respond fully
child too tied to giye full attention to test
child crying

'q,1* . .

Chird borrowed answers or rgceived help from another child. (explain if More than three times)

16 Child would not respond or refused to continue.(explain)

Child missed or had difficulty with part of test because of child's ph9ical condition
(explain-and state which iteip of test missed)

child was or beaari;e ill during testing

child had distracting injury
,

child was without eyeglasses, hearing.aid, etc.

child was color blind

child had to gd to the bathroom

Special education child (use this code only if school authorities state this as fact).

blind

deaf

mentally retarded

144

122

I-

A
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..

Paw 6 EXIIIB/T,11

METROPOLITAN ACHIEVEMENT TEST

-MAY 1)

.
A47".;/1)/ (jeA/4--/A/..f

TEST ADMINISTRATOR'

GROUP TEST CONDITIONS

In the space provided below code group test conditions for each category. Write in anyixplanation required.
Be..sure to iog ybur time.

(61). (62) (63) (64) (65) (66) (67) (68) (69) (70) (71) (72) (73) (74)

CATEGORY Environ. Admin. Mtis: Child

'TIME Pel 2 1 3 41 5 1 .410 12, 13 1 14 1 151 16 1 17.1`18

I :46-, "P/;vrez). rD WA VA40 .r7Fot o iciest" /Pow Poitsed-.
Start /WM 7117 .X7417414r 4-scrio4:LCD.
End

DESCRIPTION OF INDIVIDUAL CHILD PROBLEMS

In the spaces provided below enter the name and IQ number of each child whose problems were different
from the group. Code each problem category for each child. Write in any explanation required.

(61) (62) (63) (64) (65) (66) (67) (68) (69) (70) (71) (72) (73) (74)

4 Environ. Admin. Mtls. Child

,

ID Number 99999099A6-
. 4142 .1 3 -4 1 5 1 _ ." 8 ,911011111 13 1 14 1 15.1 16.1 17 18

4Fr, 7:0--mowiro4 .vecper's Afea 7,-"Atiorse 77.,,,,i0
D47 Ale coour;#0,004 ) To .COST *slit d047cif 4;c14. *Mr
seov ,4,944r Iry AsArwre &AP ,./...../a-A0 TWA( g'4 Act.
..drieco /orf *see Tip A/.

Z atc:rey, 24/Age
Last Name First Name

ID Number 019099,945:i/

.

s yr 2 1 3 ii 4 15,1 14#1 8 1 9 110 1 11.112 1 13 114 1 1416 1 17 118 1

2,44.fe_ eirvu4Tioloarcy V the..00 wet. 4.04404-44 .0-060(
avower& logio4ey. .,

. 45,714,/,:i4/414CICIPAAri ,"2 414
Last Name First Name

ID Number

.

/ LI 2 13 I 1 5 16 1 7 1 8 -1 9 1 10 1 11 1 121 13 I 14 1 15 [161 17 118 1

. -- .
.

7

1 16 }171181

.

--
Last Name ''' First Name

_
.

.1D Number
8 111 8 8' 11 112 1 13 1 14 1 15

.

. - ..

Last Name First Name

'ID Number
4 -6 1,1' 1",10 10111 1 12 1 13.114 15 1 16 1 17 118 1

,

Last Name First Name

145
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EXHIBIT- 12

MAKE UP TESTS
(LIST EACH CHILD)

DESCRIPTION OF MAKE-UP TEST CONDITIONS

In the spaces provided below entIr the names and ID numbers of all children who received make-up tests. Code each
category for each child. Write (in, any explanations'required. Be sure to log time end test -section given.

. I

TIME
ST OR

.;BTEST
1VEN

(61)(62) (63)1641 (65) (66)(67)(68)169)(70)(71)(72)(73)(74)

Environ. Admin. Mtis, Child
JJ

ft5.1.
herAthi44
.f,j74,/,r

2 3 5 6 8 : 10 11 12 13 14 15 16 17 18

/ 499' 999f °Z

. .

I tie5 1 ,410-1-11 1 12 1 13112113[14J151161171181i

9, ...06

ID Nufter
23 AeZ/ .E214.40d

Laa . First Name
r ;AA) as coi/A,Ar

EndTest Administrator

7 '
P:10 fie*

41W.A'ir

/

wr...2 1 3 14 5 16

9 49ccotathe .

.

-ow

. Start

52Le
End

.ID Nu
4/01114 el*, WA/Vey

LAtaNanztei aciviit7rrst Name

T dministrator

g :Jr.60t
rocilmt
.test4
J.

2 3 I 5 6 8 I >l 10 11 12 13 14 15 16 17 18

Q099 ff fat; 1W
Start

t`'(1

D Numberz41Le4Ceetel.A erry
1

%JAC -74y 4e of
First N am

Endw Test Administrator

Y a, ...

f :4 r 410M

1 Cal

ib' .4r

aei 2 ler 5 i 6 er8 40 2 13 14 115 16 17 18

g '0/ -

vir'r 21 I <5 1 < r10 11 12 131.14

,

15 16 17 18

Star

:41.17
ID

/
NumW

First Name
X **re 74. 4)4

End

z i e j t

' Test Attistrator

Z_/.1417..f!

409f f l 7 f / i s
- Start

1110.4
End

Spit*
4 irrio4

oe.

ID Numb t4AI/1Am/ aim,
L'A). 74 y.eAt "7:

Test dr& nistrator

74
/ de tuivf.

prg'
fkP

clef 2 13 1401-5 1 6 111 8 101110 1 11 [12 113 14 115116 171 18 1

. 9 0 //' '

1
% /

Start

Ai
b

l''ip"AAcoeeCTezl71 fe/K/0Name
EndTest Administrator

......' ..1.'
_tie)
Start

jr:41:(

4(4w

"elf'
41.1114;#14

4°N q I Wrtr 'Pr8 I <10 11 12 13 14 15116 17 18

.
.

,
.

..
- .

1 o
1D

Number
o4.90=1"001/, A.4440.e044/

LY,:",,;toris ICIV/FrVratils
End 3 _

Test Administrator

L 7 . S
e a " '
oltAff

Xfifi43

e r 2 t e 5 1 41(8 ITIf1 11 112113 [14 115 '16 171 8 ,

.

Start

r "Ated4r2/71mA(///4,64I
LaY.4.4.10/1 elet,///7/74.m.

EndTest Administrato*

3.46
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E HIBIT 13

SRI.TESTIkG.STAFF

*NAME , TITLE ADDRESS PHONE

telly Rini/ER: Sit, c4x4dtnawr I q PlORALES §Theer V 69-6672.
311-13671-

449-132/

2. k: Kr tly Z113katIS su""" T""' got SHEAmPl. hi Caukt
'a LAURR 13'41-rn ER; sup" TN"' 2/0 W/2.7230 WRY it2I
4. JERRY SmiTit SuPwathi 14stsr i V/ NORM ea' Sr zi4f-ai a
5. supn;ising nista,

6. Supervising.Teeter
.

7. . Supervng Tester ,

O. Supervisirig Teeter

9 Supervising Tester

10. Supervising Tater .1

SCHOOLS TO BE TESTED PERSONNEL

NAME OF SCHOOL FT. NFT
...}

TITLE

(Principal, Secty., etc)
SCHOOL ADDRESS PHONE

L m gifillilita Li sT. 369-eyoi
ADRrn S v PiRsOtioRkow -v. P too Alotois ST 3 69-OVN x
#DAPnS Miss 5114?1# Co6CS-Saf. lob Al) Aims ST 36 9-00/

Size. l';AreW. ELEMEDTAR.Y Ylft.IFit BTNeTIVItial 53- t4.2.,kr.* St
W. el-ErOirkrntkil f;Ot. TOM O SOM-UP. SS el. L. kx.06. ST s2 .9776A
W. ELemenroty e/ PIR.Totri Se, rli -vying 5S- rn i 1., kz106 ST Szi- /7SOX

. .

.
..

.
.

.
.

.
.

- ,
. .. .

. .

. ,
. .

. . ,

SUPERVISING TESTER HANOI:10SW

149

126

I10

240



FikvETTE CALTP
EXHIBIT 14:

ST FIELD RECORD

NUMBER OF CLASSES TESTED

Follow Through Non Follow Through
. -

C_ C_.. 1st 2od 3rd C_ V_ In 2nd 3rd

. . .

.

CLASSROOMS TO BE TESTED.
.

School

.

Teacher
Ilnitra Is and Last Name) A Grade

FT NFT
No. of

Children
To Welted

No. of
Children
Teited

. Tat Carton
Serial o.

ADApiS I-I.NoLvecK A i' AL/ 413 13111a
A DArnS M. 0)LEAky a 4- 46" AA grigri
At Pans kl. MART2NEZ S L' a/ ;lip,. 3e/23
1)% 0A-MS 0.,1 Hotta' 3 ,- -OS Ali 3gio

10.Eier4Ei4TAR1 I-, MARSH 3 4/ 47 381'7

. .

.

, .

- .

. .

.
.

. . ,

, : .

. . .

.

. .

.
. 4 .

.
.

..
.

SUPERVISING TESTER HANDBOOK

150
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EXHIBIT 15

SUPERVISING TESTER PLANNING S EET

N,1. Teacher HELEN OLVECX

FOLLOW.,THROcIGH
EVALUATION
SPRING 1975

SChool. A m rns
Lunch 12.-00 12:50 Recess Do -AD:/ -2. 0
Special Comments

Gantlet') &C, To Rirrecom AFTEA. RECESS.

ungTER Foutarrzt) Ours/DE FRONT' Dock- OF CLASS.
CHARLES COORLAY HARD of HEARING - silouLb BE SiciTED lto

2. Teacher In ARV coutigy school

Lunch II: SO' Recess - :30 1:I :36
Special Comments 1.4XL i- TA Ke CHILDREN To BRTHkoorn RIGHT FORE G.

ROW OF CLASS,

3, Tegher M ARTINEZ
Lunch 12: bb- 12 :s0
Special Comments ROC, ni

4. Teacher CAR.L: HOWI.
Lunch WOO igs b
Special Comments

School ADAS'
Recess ip: op - 1 O: 1S" -2:66 Pin

school ADAms
Recess 115 - 9:30 ;4 m /:

5. Teacher J.-VA) tYMitsH saw WEST EL'ErvEmPt/EY
- Lunch it: 00- 12: tio Recess /CV /15:30 4,r

Special Comments .Z /0 at 1./ A) &A 1.0t.sj

tage-TWO F cwor4 oirrs r);E 80tO 6-R.Lo 1.1)

4,

6. Teactte School

Lunch Recess

Special Comments

DOES NOT HAVE TO BE RETURNED TO SRI SUPERVISING TESTER HANDBOOK



Date

SChool
-

MaliBIT 16 .

TEST TEAM ASSIGNMENT SHEET

site FAYETTE CAL:F.
Administrative Personnel

= FOLLOW! THROUGH_
EVALUATION-

1975 "

. ,

Follow Through Director: HARRY SArn pSe,h)

Site Coordinator: .13 Erry grtritiek
SRI Field Supervisor -14111E$ A)DeRsoki

Phone: 24 -13 /S
Phone: Veit -46 22.

1,4rPhone: 32ii-e2op x3043

Team Members

Title Name Address Phone

Sr. 'KATHY TENKTNS 909 SHEO7A A. I . Couta 387.-0671
T.A. FR A A/CZS COLL/ALS 1)0 NORTH Ill STREET 3$2.- 1102..
T.A. MAIO-DR)) KLEzt4 ii, VENTvkA RoA.D gra.- 2i2.1.2.1.
IA' Rose TAyt-oft. tit SoulH 9 tb STREET 321-.8'642..

School and Classroom Assignments

.

School FT NFT 'Principal Phone

-n11.4.-
Teacher Grade Test Dates

ADffrfIS De.SAinesBROLIA 3 69-oy o/ ms. NOLYEc:-K I 51/2z- %6
viz a. - Yk it,ADA rnS "- A;

. , Ms. OLE Aky i
APA r n 3 'I,

,

ms. r i b i k T I MEL 3 rte 0 - s73

j4DA. rn a v DR. 5sriS 'Wow) 344 - 001 ivIR, flow1 a v/29 572
WEST ELEmanYKY i./ VIRS. SEA BENET 522-9780 MS. MARSH l 576 - 57/0

.

. .

. 4
. \

. Schedule

wiz il Ai V2.(1 Ve.r 9/0 %. 5-4 57z 573 6-42 sAv 5/ f '57/

AMC \
t ?

was,-
ADattisponskr. e-

wesT
REM

1

<

Remarks. MEET IVT 'SCHOOL- ti:Dt> ilvm\ eriCM moR.rolA.) 6:-

1) IR.EcriopS -1-1, ADetwis: Sotrrit Oro\ Rbuie 44 Tb Toms A uiMue Le Fr
o)S- A DA-mS, G-b 1 13Lott. Sc4-IbbL Is o.m LEFT toeoe-k.. 10D ADOrrIS 37.

\

DiREcrion)S To WEST ELEme-A)T4R.4/ -13k0014/19 To 1.4)E:ST Ei-uf kr6-tt-r
1.4.)65 81.-vi) TD 1.1.. /t)M. ,C S M.

TO BE COMPLETED BY SUPERVISING TESTER
Witn, Copy. SUPERVISING TESTER Yellow Copy. TEST ASSISTANT Pink Copy. TEST ASSISTANT Goldenrod Copy TEST ASSISTANT

152



EXHIBIT 17

SCHOOL TESTING INFORMATION SHEET

PRINCIPAL. D. "Ames sk0(4.)
SECRETARY MISS SARA COG-G-S

PROJECTED TESTING DATES

ti

rr

SCHOOL ADAMS

TO riPRIL 2 6-

Administrative Personnel

FOLLOW THROUGH
DEVALUATION

° Spring 1975

Follow Through Director IV) k.. Hrtitit.y SAInPsotO

SRI Field Supervisor MR.. Sri Yr% AWDEP-SD 10

Site Coordinator rM RS 13 ETT y KAMA) ER._

Phone i026,- / 3 is"
q)s-

Phone 3Z6-6z 06 3e153

Phone fi6V '14 AP.

Test Team Personnel .

. Title Name Address
1:12 Phone ,

Supervising
Tester

,

Y ?EN MO
. -

LID'i SHER-m/1M CauR.7
.

381-04,71

Test Assistant kfiNe.X.S C-OLLrMi 110 WIZTIO I/ STREET 382 -1 /0Z

Test Assistant milizzoR.... 'KLEINy 16 YEN-rum ig,61ND ea-alai
Test Assistant R.ose TR y L.0 R. 8, . Sourt in STREET- 32./46 gz

Testing
Dates

_ _

Teacher Tests to be Given

Ve.2.- /21, MS. NoLvect ?ftZ )11 fte.N ir ir:/i.T.
Vat, --, % Ms. 0' Lei kt) pktinnky II ill. A.T.
9k9 -.% Mi. rifiiRTI TO E Z. ECEMENTfily ow, .thR ,RAWN.S. ettaPeR.3072111
'q/Z, -.56 Mk. Moir! EcEmegT19RY gliniiig Rillield ,CooPeRsteurit

.

.

.

.

TO BE COMPLETED BY SUPERVISING TESTER AND GIVEN TO THE PRINCIPAL NAMED ABOVE

153

13 6-i t-



Dear 1114 moLver-r-
kDRINIS

Room qtt

As a part of the national evaluation of FollowThrotigh, we will be testing pupils from your class. This evaluation was
authbrized by the Federal Office of Education and is being conducted by Stanford Research Institute.

The purpose of this study is to evaluate the effectiveness of various planned programs of early childhood education:
The evaluation makes no judgements about particular children, teachers or schools.

We plan to test on the following days:

EXHIBIT 18

TEACHER INFORMATION SHEET

Grade=

School

.1-

, Day 'T *Day 2 Day 3 . Day 4 Day 5

Day of Wee,k tnotoD49 -ruesb69 wEDivsbAY Itiut-&DAAP TRxDfill
ii /624Date YlaZ Y /413 -e.//2.4/ y/zr

Time %Iv to MAW 9 06 to P.4r ROD to 9.*35 to to ..s ',DO to 9:35'
Test location Robyn q y kw» (14 Room C/9 R66 P11 9 ROA Vn W.

We will administer the following tests:

MAT PrizmAIty

21We will test the whole class.

1p.We will not test the whole class. Only the following children wilt be tested:

Child's Nam* - ..

"1

2

:37

4

5, .

6

7

8

9

10 .

Child's Name

11

12 . e

13

14

15

16

17

18

19 .

20

We have tried to pfan a schedule that disrupts your class as little as possLble. Thank you for allowing us to work with
Your class.,

Ktentt? 3;etokavas Supervising Tester FKA t,k CIS COLLVOS Test Assistant

4 ol SHee.mA.PJ GoutT Address M to fa...701t14 Kizzytel Test Assistant

33./ 06 74. Phone Number ROSE TON Lok, Test Assistant

Whit. Copy: Teacher Yellow Copy: Supervising Tester



2.

3.

4

5.

6.

8.

9.

10

Key': CI -Prase nt

.9..Absent

.Late

F4919111 19

TEST. ASSISTANT ATTENDANCE RECORD

Dates:

,5 FO.LOW THROUGH

SPillNG 1976

Nam: Y/zz sir0 vit. v/ % sit -P4- sj7 Vr y-
? ,

N.
0-

FRANCIS S C.OLL..tit3S ter - tr" Ir. ir- I/ .. 1/- V 1....-. 1,...e 4,./ ,,-0- i.::.!' ': 4...--
,

4,.....

InALroiLtt KLito b/ A- L .- ,- .1. I. be sv v 4 . . 1--"

kb$E T Fit? LO la_ %," t/ 4.- iv . v 4/ i-- a- v- b, ....._ t.

. -
.

.

.
.

.

.
.
.

.

,

.

. .
,

.. ,
.
.

. . .
.

. .
.

,

. . . .
..

.

. ,
4

. .

.

,
.

. .

132

155

SUPERVISING TESTER HANDBOOK



3:0ERIBXT 20

ATTENDANCE AND ATTRITION ROSTERS `j

SCHOOL TEACHER,
. FULL NAME

GRADE FT NFT PM
ALL
DAY

TO BE
TESTED

NOT
TO BE

TESTED

ADAMS' I.I-1 E1-61 NoLvecK ol L-- //
A DAMS filiwzy CLEARy A 1,-' . 1.-*

I

A ow s Actiqou) 1-2 ND 8ERGr c V >r i..

il DAMS OLIVIA TILLANO L," L.-

A DAMS ALicirt. AlnaTzmez 3
hDfin15 CALL f-lorn v 10,

W. E i. 6 ME NTA Ry L./AN PIARs.i4 3 I.-- 1.-- I.

.

r
.

L
...._

,

...

COMMENTS ON PROBLEMS ENCOUNTERED IN COLLECTING DATA ON THESE CLASSES:

,-,

SUPERVISING TESTER HANDBOOK
$

156

133

2



- EXHIBIT 21

DAILY LOG

DATE
.

. COMMENTS - .

V 122. 8e-G-4/0 ThS774,V6- TDP41). Test MaVI-ToR...S. STV-1-

linviw6- DxFPxcw-Ty 4)4.trclait)17- cffiz-LpRE-AHcbtp

Mg-Putt- AWES. Lie DISCUSSED THZ-S AFTER TES-7-4.4)6-
. 5ess.,04.

41 /z3 TEST ZNEr- WENT veR.$0 3/n(54:T1t-Gr. TEST ifSSiS771/13T.S.

.4 1..)=44..r.t)6- we-12c.... Berry RocrIvER_ ctfe../..erD 76 My
VIE 1.)-rc.1._ 083EXue rbir 1 oR.R...5( 4,

. ,

V /2,14. 134Err Y 06.3exuen rie- re* ri, 7-40/1$0.S116 5,92D
"Mtn Out cl-liSSIZocvn 12.ApP012.7*-14)fiS DER.ye &tea
SHE LID F.z-ND AA) ERRog.; ZU THE L06- caa-cy
L4.)6F coftitgcTEP \ .

41/2-S-
.

Alfr`i/Z.Z-0/Zy it..Z.EXA) Pic' AV 4enue' Tite Tenon- stye
HIPS BEEN oFFeket_ftatse. 10 The D421712.re"
OFFICE . nitt.S. tt.6LvEC.K. ASKS- DS T& TEST

.

.D

'EARLIER, TOwtaft CLOW BEC.44()Se oF A SPecigic..
ii.ssEn-leoe.

.

q 12.(R knee-I-Z-706- wzril Fri) FWD 8errY 7b frotE
PEeLmniztOA-kyl PLANS Fo2 grreopcioCE fie
ATT ezzlint) R.c.STErtz0G-.

t

.
.

. .

..

. . .
.

157

4
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EXHIBIT .22

SCHOOL DISTAICT PERSONNEL

NAME TITLE ADDRIE)$Sk PHONE

or.6-E TOKR.ii SuPlintendent of School$ 2. /i/ 1Z-sat) e z. A ST, 8.31-52 tiO
2. Dk, E LiTA I-1 Pal Ur..S Director of Testing 2 iti RICWE Z. A ST . tiPlizt1191

t 24-1315'-1MR-1111W SArrik66 Follow Through Director 11 Gkti.yrr 1411
4. : . Lu AK r 1 -16

IMMITZW114.9.11,11:5E.c.
MC Chairman 3 5o , rd P , . : 3: .

Sit. Coordinator

Su id.
=MIA ME 131)2Z

ENNE111111M -521/0

11210al..:::
8.

I 0 k.3 A,--J .2 ritlirMiliM 73142S"' ?KO &_R-jtrAS k

94JA if __. OLSe 1. : f g I S3/524)
i . .- .

SCHOOLS TO BE TESTED - PERSONNEL

NAME OF.SCHOOL FT NFT
(Principal,

TITLE
tFrincipal, Secty., etc

SCHOOL ADDRESS
I

I PHONE

CEIOTR.AL to ML CrttAlust-Pei o 2s abiitoS A ue 232 / 0 45 6
CEMP-44L I--

1,
mtS.NAIUREt IPPRIV 2S 3-04).).S Ave 232,-1650

C.ENTkvoft.. I-- hrribw) Desole:7: .2,5" JOH A) & A i'le 23 z-/Ogo.

SI DtrrnA
Ikti.)

Oa . TArei ES B su /00 tinft Inc ST 3 6t-0q0/
/I DA iliS niRs. mukaiiy- v.PRu) iDb ADA en % ST 3 b 9 0 igV

of rns Mist SA RC064S-Seer /00 APA.m 4 st 369-0LIN
tr/DTPs ey MM. kg elmer-FIZzA ss tilt_ tx.n.Y.r. ST: su - 9 -7$.0-

Eb rnewrer 4.9 pit-S0tilostos -1./.PRIK Si' m. L. tam, Sr izz - 9 7,0
wervTimettyrn y I> Pi R.T1" 5mrls- NuRsE S'S In. t.... knit!** ST. SZA ink)
5.(g)LE 1/ !ISAR ROESA-lizut- %of, g.AmeDA q 6/ 3 ill
7*DEUMETNTARil I. 1vICL. Ioltii 1.2140"66r Boa 41-Niviepf3 (161-3ict/

11-Pkito
. , .

A

1
. .. ,

.

1
,.. /

i i
.

..
.

.

161

1.46

3/

2.0

110
110
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ci

.

-S

.10

banarr 23 . FIELD STAFF DIRECTORY

TITLE: . NAME SOCIAL SECURITY
NUMBER ADDRESS PHDNE

Supervisi
Tester

ng ......
J ER Y SMITH .3 -.02 .96 417 12 4 Monti VI ST. q6c1-z2. 66

4 Test Assistant .e.
ri )4.) Dkr-i TPICKSOld 52Z -13 -Pri/ 412. Skint ho ST 626 - C/ 2. z /

Test Assistant f trnacryi a,irnoz_ SD 3 _iss../2.4 zi it averm q Vi st: . z26-116/
Test Assistant S VS A tt) if DDAS S// etp- f of 12.11 ELaiNG. S7: .q2/-9ob/

Supervising
Tester K A TH Y -mama sem-664777 0? SIIER.MAN CT Ski.0471

Test Assistant F;e1 10 e..r.s 66'u....us sity....s.c. zrev Il`b Nom I r sr. 382. 1 I 6 i...

Test Assistant m A Ra-orky K(x__ - .IN 576nPV-123? 1b vEr4-ruciii Roe 7

.

gra-2.124
Test Assistant. R Ds E -nei y L. ea s-y2 .:22.11/Or 29 s eoTH 9Til s-r 3z/ - 2,692..

Supervising
A.% 411g.19 P41.1110... S22- O/ -1122 Z1D 1401.71IN tow *2t qbv../ 32/

Test Assistant .7-1,13.-rm. Kagy 531--41-6tir q 2.5- ?ARK PRxve 33'6-1S /V
Test Assistant it NM COLE 515.-q9-1037 12.11 Saint gn ST Ibr-q381r
Test Assistant,

PI illZ&-A RET Rict. t A p.D.S sn- 77466/ fri 6 WOODLAND ll'OE 7111... 3 2 Z3

Test Assistant .

Test Assistant
. .

Supervising
Tester

...
TESL Assistant

,

11......
..

Test Assistaht ". 1

Test Assist$t \ .

Superisising
Tester

_ ..

Test Assistant
e

Test Assistant 4k

Test Assistant
r

162

V
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LOCAC TRAINING ATTENDANCE RECORD

- , .
FIRST --=,

NAME
'. , FIRST

NAME
. _ .

SST

I
. .

.- .
19

1...

.

, .
.

2-
. . . .

20 .
3, L 21
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. . .

4-

. , .
.
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1 .
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.

. . . .
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7 25
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1/4...,
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35 ,,, , ..
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Site. FA eriE,
EXHIBIT 26

TEST- RECORD-

NVIABER,OF TESTING GROUPS ACTIVITY DATES
-

Follow Through Non-Follow Through 1091
Training

Dates

Testing
Begun

Testing
Compfetsd

Materiels
Shipped

No. of '
Boxes

Shipped
. 3rd . 2nd 3rd

`16- frAA 57/0..57/7
. .

CLASSROOMS TESTED

School Teacher

-t Last Nime, Initials
Grade FT NFT

,;-..

No. of
ChUdren

Scheduled
for Testing

Test Carton
Serial No.

Supervising
Teeter

.

C.E.NIT RAI_ Z. ANDiRSo..1 P v A 5 3.g04:::
.

SMITH
CENTRAL A. IYIAN01...0 v As

a(
1190
3045

SAITTI4
strmri4CEMTRAL.- CAAORELL -_ L.

e EMTRR 1.-
,R.
"1", elARNgT7 AA 3go9 Srnr- rt.;

A D'AIYIS H. N c2: Li -'-c K A s" R4 3190 fj-EN KrAis
J'ENKIINISA of irris M , O'Lell-e. .fr- 31917

3g4e.eaukrt.ts
8F i TOJENKiNs
3V/r/J6NK.TN.s

tiDA/726 . MARTTAIEZ A I,' .,17
, 411121A1S C . HOMY' 1"' .26'
hi. ELEMENTARY L. MARsH A vi v .A7
S. ELEME AfrA Ry 3', Rutz A I 3814 PliLtrie

S. ELEMENTARY t. OLALLA 1.-

S
35 3g64 Piume

Si ELEMENT/My, L . Si u iz 3 act as64_pAtail-ER,
.

.

. .

.

,
.

.
. .i.,

. .

i

. . .
..

. .
,

1*,

.,

A,. .
.

-
White Copy: Site Coordinators Journal Yellow Copy: SRI Menlo Park Data Processing

Mail Yellow Copy to SRI as soon as Testing is Finished

165

140

Pink: SC Copy

SITE C9ORDINATOR JOURNAL



4.

EXHIBIT 27

DAILY LOG

DATE
. .

.

COMMENTS

iii/S- VxsxTED torra f."1: DIREcToR., CHEckED _OM TRRIMiNG-

SITE 'FAcx tail. us. MET tort ti . S.T. S FOR LeisT riaNirrE

c ft ecK OM 7Romat 14- SESszow* AGENDA Amp
UtyPAc KrJev- A is)ts ARRAN 6-i 14 4- OF LLcAt. -MAI tIxt0G-

M ATE Rz P LS . FxL m ARRIA3 WY t-oAAlf).
.

q 14
. .

L. ocptc.. TkAzNzA16. Bes,411) TOM?. ONir TEST Iiisszsr4Nr

DIP Nor °Nile. Ses.T.7.010 wrior Lov.L., MAIN 640A
Ques12014S FRom TEST AsSiSTAA*S. .

W17 TEST AsszsTMATS MID P46131-etils LaCRAZA./fr THE

TEST TEFIM S.r&VIII...S. WE sTARTED .1..ntlie2x1V6-#.

. BooKtseTS. SHIPPED TkAININ6- Film To 4.4. TAM,'
.

viii
,

MI. TEST TEfitms vissTED Scilow.s. 1 Boiskt..ET3

AND 14)612.14sNeefl foie ahrSES TO Xe 7ZSTE:t,
NiartDelp,corv)PLETe.b.

. .

. l .

. . ".

. .

. .

166

141



--

1/14k6114071;4Ni6-- U:9,,14'EXHIBIT 28. -
Spring 1975

49

FOLLOW THROUGH DIRECTOR'S INFORMATION SHEET

SITE PAYETTE, CALZE.
-

'57/6
PROJECTED. TESTING DATES TO

Director of Field Staff G*1-6krii SAVAGE ARSH

SRI Field Supervisor TR PIES ANDERSON ;41

BETTY RAsNEK.Site Coordinator

Phone(.4) 324-4 ZOO X Care

Phone NW) 2.60'62.040 X 3O o3

Phone' V 6 9 6

LOCAL TRAINING

Date A PrztL l b - R Q Location" E.dRk COUNTY SCHOOL DisTiticT
Time- it:oo -wog> Address .2.1c/ R.rau 614 srkeer Room No 3/V

TEST TEAM PERSONNEL

TITLE NAME 1' ADDRESS PHONE

Supervising
,

TE RKY SMITH 1 Zq N°Ittil 5 ST.
1

4/6 ti.22. 66
Test Assistant SRN RA Tole qi2.... souni 4:i.th,

6.26 - q 22 /
Test Assistant TATRzczn ,Golyigz: 23

NORTH
v.. Sr z.z6-1161

Test Assistant s 1,8 A pa H ODDS 1. z n EWzNGt- ST (12.1-2061

e

TITLE NAME . ADDRESS, PHONE

SueersvtVrn° k: Anty .TE/44(xtls go ? SHeRmAlti coint-T . ".387 -06 7/
Test Assistant FftI) crs Cou_rAig I/O NORTH lit ST 382.- //oz..
Test Assistant PISYSOKY KLETisi'" lb VEivrAn Rpm) tiii2.- 2-12/
Test Assistant X($8 -off ycoie. $1 36uTH q- Si.' 32.E - 8612.

TO BE COMPLETED BY SITE COORDINATOR

kr.

<'167
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Pc11.1.6it 30

MAIL TO: STANFORD RESEARCH INSTITUTE
MIDDLEFIELO FACILITY, RM. 183
MENLOPAZRK, CALIFORNIA, 94025

NW* ativ jitiJKins
st,t. (Shirkm& T
City, Steil f7ayette, Szlie

Checklf new address

FROM:

r
FOLL6W-THROUGHgVALUATION:

INVOICE FOR SERVICES

,PLkASEPRINr

Forperiodifpriii2 inch
'1 deli

.15 hre at akeper-hr

Total lary S al(
Expenses
(explained below)

Total Wary plus it a
E xPenses

Less Advance

TOTAL 19.411
SUBMitrEo By:

DATE

CITY

SCHOOL OR WORK LOCATION

TASK OESCRIPTION
(See Note 1 on reverse)

NO. OF HOURS.(no more than
8 firs /day, 40 hrIANk)

1. TRAVEL

a. Car at 12$ per mile
(list on separate form)

b. Taxi (Itemize beloW) b.
c Other Air/raillintertity bus

fare. attach receipts c.

2. MEALS, TIPS, LAUNORY, 2.
VALET (maximum $12.501day)

F3. TELEPHONE 3.
Jere Note ?on reverse)

4. MISCELLANEOUS 4.

(Explain in remarks TOTAL
section)

Oat.'

TAXI

From To
o-

RECORWACTIVITIES FOR ONE CALENDAR WEEK

attire

Sunday Tuesday Wednesday Thursday Saturday

' lePP* ray4t
tee Agt;'sAitgt

till:Ft
fir Orp'4,,,

1 I AlittioligitODIAAIWOrtlitak#
I

1

1 I 31.2Li1S11.21111
_t

glialliatilli
EXPLAIN EXPENSES

date

TOTAL

.4( . IS
.46

Amount

TELEPHONE

Oate Person called Location Amount*It

REMARKS MeltW `fit rdiew TA...em t4 Needfor

Yellow Copy-Olsten Services Green Copy-SRI Project Office
Rev. F73

White CopyFlold Operations Pink Copy-Your Copy (Retain for Tax Purposes)

171. .
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Date

4

Exliibit 31:

Attachment A

MILEAGE EXPENSE;

From To

AdAnfer had FrD Oro
No. piles

172'

14d



EXHIBIT 32

TEST CARTON- PACKING INSTRUCTIONS

FOLLOW THROUGH
-EVALUATION
-Spring 1975

4 Tape and shipping labels on top of cardboard flat

.4Cardboard flat on top of all contents of carton

-4 Test Team Assignment Sheet

-4 Test Carton Packing and Inventory List

-4--,-- Classroom Testing Worksheets)

.4 Tester's Logs

\

Used or completed test booklets by type of
booklet, i.e., PRIMARY I, etc. Arrange the
booklets in the order they appear on the roster

.4 Cardboatd flat

-.4. Labeled and not used bOoklets
.,/

-4--- Extra booklets and materials

Owe

,

Leave carton unsealed for final
checking by Site Coordinator

173?
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r


